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Overview

The TRACS User Guide contains essential information for the user to make full use of the TRACS
system. The instruction guide includes step-by-step instructions for using the TRACS system.

The TRACS User Guide is organized by chapters which correspond to the lessons in the online video-
based TRACS Self Paced Courses.

e The TRACS Basic Course is covered in chapters 1-10 which walks you through the process of
entering a generic project into TRACS from start to finish.

e The TRACS Advanced Course is covered in chapters 11-21 which includes additional tools and
functionality in the system for advanced users.

e Additional chapters cover other topics such as Legacy Data and User Administrator functions.

Download/Print Instructions:

To download a current "Print Edition" of the TRACS User Guide, visit the TRACS Reference Materials
folder on the TRACS Knowledge Management Site (KMS).

**Note: This may take several minutes to open due to the large file size.

Alternately, to print just a single chapter: Open the online User Guide on the KMS and click on the Book
Administration button in the upper left and select "Print this chapter" (or "Print book"). Note:
formatting will be best in the print version above. When the document opens, click "Print book" or
"Print chapter" (if the print dialogue box does not open, right click on the document and select "Print").


https://tracs.fws.gov/learning/course/index.php?categoryid=8
https://tracs.fws.gov/learning/mod/folder/view.php?id=41
https://tracs.fws.gov/learning/mod/folder/view.php?id=41

What is TRACS

What is Wildlife TRACS?

Wildlife Tracking and Reporting Actions for the Conservation
of Species (TRACS) is the tracking and reporting system used
by the U.S. Fish & Wildlife Service (USFWS), Wildlife and
Sport Fish Restoration (WSFR) Program to capture

conservation and related actions funded by its grant
programs. TRACS provides real-time public access to project
information, including project descriptions and
accomplishments on the public TRACS Conservation

Viewer website.

Core Functions & Features
Map-Based

"Spatial adjacency” refers to the ability to organize and view information both
horizontally and vertically. TRACS supports spatial adjacency by attributing
data geographically via polygons on a map. Information can be viewed across
a landscape (in adjacent spaces, e.g. watersheds, counties, species range, etc.)
and nested in multiple vertical views (think "zooming out” with a telescope to
take in a broader view). Data can be rolled up to the scale of the view. Project
polygons overlap spatially and data layers can be separated vertically.

Cloud-Hosted

The federal and the public sides of the system are hosted in the Amazon Web Services (AWS) "cloud”
and both the secure federal back-end and the public front-end are accessed via the Web. Cloud-hosting
maximizes data accessibility, while providing secure and stable data systems without the infrastructure
and maintenance costs of a traditional data center.

Role-Based Security

State system users access the database through a secure, password-protected portal. State
administrators designate task specific roles to users (e.g. one user may only be able to view data;
another may be able to edit data based on their assigned "role”).

Workflow Efficiencies

o TRACS decreases overall grant administration time and costs for all parties. TRACS saves federal
and state staff time and money in five ways:


http://www.fws.gov/
http://wsfrprograms.fws.gov/
http://wsfrprograms.fws.gov/
http://tracs.fws.gov/public/
http://tracs.fws.gov/public/

e Data entry directly into the TRACS portal replaces annual written performance reports, thereby
reducing redundancy and duplication in data entry;

e TRACS ensures greater accuracy of data entry by having the originators of the data, not third
parties, enter it into the system. This means less time in data quality assurance and quality
control.

e TRACS significantly reduces reporting effort by providing on-line access to canned reports as
well as tools to develop custom reports.

e TRACS maximizes use of web services to share and ingest data, reducing the time and staff
needed to enter and manage project data; and

e  TRACS spatial platform makes it easier to identify and communicate project locations,
relationships, and outcomes.

Collaboration

Whereas WSFR constitutes the largest single
conservation program in the nation, its effectiveness is
dependent on the ability to collaborate with state, local,
tribal, non-governmental, commercial, and landowner
partners. To be successful, WSFR must be able to
identify and support project sponsors and
implementers. TRACS provides both a forum and a
platform for communicating priorities, status, funding
and effectiveness of WSFR's contribution towards the

nation's conservation efforts. AT, AN A

Data Elements

Projects

TRACS captures information about projects. A Project is user defined to describe one or more related
actions undertaken by a group of practitioners to achieve specific goals and objectives. A Project is
geospatially represented by a polygon(s) independent of scale. Associated data include fields required
by WSFR grant program regulations including: need, objectives, results or benefits expected, approach,
and estimated costs.

Actions

TRACS captures information about conservation actions. An Action is an intervention undertaken by a
project team to reduce threats, capitalize on opportunities, or restore natural species and

ecosystems. Actions occur within a Project and are used as the reporting mechanism for grants. An
Action is user defined and can be represented spatially by a polygon(s) independent of scale. An action
is also described by specific Category, Strategy, and sometimes Activity types.



Plans

TRACS captures information about plans. A Plan is a defined and accepted strategy for achieving specific
goals, including conservation of species or habitats within a defined geographic region. It is user defined
and could include species management plans, recovery plans, habitat conservation plans, and strategic
plans. A Plan is geographically represented by a polygon independent of scale. Plans are optional in
TRACS, but they may be helpful to show linkages between work and strategic planning efforts.

TRACS is a project centric system and is designed to report grantee conservation efforts as plans,
projects and actions.

Plans are optional in TRACS and can
be used to show linkages between
work and strategic planning efforts.

Projects are user-defined,
Project geospatially represented and
(Mapped) describe related actions to achieve

specific goals and objectives.

{ v/ l s~ Actions are the actual work
. J;B‘equiredﬁ - -jBequired._‘l ;_Bequired:_s done to achieve defined
Action T | Action T | Action T objectives. Actions are the

reporting mechanism for
Performance.

(Mapped) (Mapped) (Mapped)




Message from the Division and Branch
Chiefs

The Wildlife and Sport Fish Restoration Program (WSFR) of the U.S. Fish and Wildlife Service is
responsible for administering federal trust fund dollars on behalf of 56 states, territories and the District
of Columbia to fund projects and activities related to conservation, wildlife restoration, sport fish,
recreational boating, and aquatic education. The Division of Administration and Information
Management (AIM) through the Program and Accomplishment Reporting Branch (PAR) is responsible to
provide the tools WSFR needs for tracking and communicating the performance of those projects,
funded through WSFR’s 14 grant programs.

Despite our role in implementing thousands of projects every year, you won't find any shovels,
backhoes, or fencing at the PAR Branch headquarters. Our tools are technology and TRACS is the newest
and best tool we have. TRACS enables us to track project status, understand project goals, measure
project results, and communicate program accomplishments. TRACS makes us more efficient, more
effective, more collaborative, more transparent, and more accountable.

When all is said and done, TRACS is still just a tool. It has little value without the projects to which it can
be applied. To realize the full promise and potential of TRACS, we are dependent on our partners to
collect, input, and report on the information that TRACS manages. The PAR Branch, in turn, makes sure
that information is accessible, organized, managed, and reported in a manner that supports our
programs and projects. That is the purpose of this user manual - a resource, but also a reminder that
TRACS depends on the strength of WSFR’s partnership with the states and territories to be successful.

So, thank you for your support and assistance in bringing TRACS to reality. And, thank you in advance for
the important contribution you will make in the future. Lastly, thank you for being our partner.

- Tom Busiahn, Chief, Division of Policy and Programs, USFWS

- Dan Hogan, Chief, Program and Accomplishment Reporting Branch, USFWS

AT Bt P by




TRACS Contacts

Headquarters

U.S. Fish and Wildlife Service

Division of Wildlife and Sport Fish Restoration Program
5275 Leesburg Pike, MS: WSFR

Falls Church, VA 22041-3803

703-358-2156

FAX 703-358-1837

Paul Rauch
Acting Assistant Director, Wildlife and Sport Fish Restoration

paul rauch@fws.qgov
202-208-7337

Robert Curry
Deputy Assistant Director, Wildlife and Sport Fish Restoration

robert curry@fws.gov
703-358-2831

Tom Busiahn
Chief, Division of Policy and Programs

tom_busiahn@fws.gov
703-358-2231

Program and Accomplishment Reporting (PAR) Branch

U.S. Fish and Wildlife Service

Division of Wildlife and Sport Fish Restoration Program
Program and Accomplishment Reporting Branch

6550 Gateway Road, Trailer Z-80

Commerce, City, CO 80022

303-275-2344

FAX 303-275-2345

+

: Wildlife

TRACS

TRACS States and Stakeholders Liaison

Dan Hogan dan_hogan@fws.gov
Chief, Program and Accomplishment Reporting Branch 303-275-2331
Tim Smith tim_smith@fws.gov

360-790-3887

Debbie Wircenske
TRACS Grant Specialist

debbie wircenske@fws.gov
303-275-2350

Cal Cooley
TRACS Training Coordinator

cal cooley@fws.gov
303-275-2379

TRACS User Support

TRACS HEID Desk: TRACS Tra|n|nq
e Email: tracs-helpdesk@fws.gov

e Email: tracs-training@fws.gov

e Phone: 1-844-408-7227
(1-844-40-TRACS)



paul_rauch@fws.gov
mailto:robert_curry@fws.gov
mailto:robert_curry@fws.gov
mailto:tom_busiahn@fws.gov
mailto:dan_hogan@fws.gov
mailto:tim_smith@fws.gov
mailto:debbie_wircenske@fws.gov
mailto:cal_cooley@fws.gov
mailto:tracs-helpdesk@fws.gov
mailto:tracs-training@fws.gov

TRACS System Requirements

Hardware Minimum Requirements Recommended

CPU Single Core, 2.33GHz or Dual Core, 2.67Ghz or faster x86/x64 (i5 or i7+
faster x86/x64 processor)

RAM 4GB 8GB or greater

Screen 1024x768 1920x1080 or greater

Resolution

Other Mouse or track pad Scroll Mouse (with scroll wheel and left/right

hardware click), Graphics Card (512 MB or higher)

Software Type Required Version

Operating System Windows 7, 8.1 or Macintosh OS 10.6 or higher. Laptop or desktop

only (not currently supported on tablet/iPad or smartphone)

Browser Internet Explorer 10+ or Google Chrome (current version). Other
browsers may work but are not in spec - using another browser is
NOT recommended.

Application plug-in Flash is required for TRACS (latest version is best) Click here for latest
version
Productivity Tools Recommended: Microsoft Office 2007/2010/2013 or latest and

Adobe Reader (PDF)

Network/Infrastructure Requirements: The TRACS mapper uses your local bandwidth to display images, map
projections and project data. To reduce the bandwidth used, limit the use of additional layers and add filters to
reduce the number of projects visible (for more information visit the Managing Filters page).

Recommended minimum upload/download speed: 5Mbit/3Mbit (For classroom training, the recommended
upload/download speed is 10Mbit/5Mbit for 10 students or 20Mbit/5Mbit for 20 students).


https://get.adobe.com/flashplayer
https://get.adobe.com/flashplayer

Troubleshooting Tips:

e Ensure that your workstation (computer and internet connection) meets the minimum
requirements and contact your local IT staff for assistance.

e Note: The TRACS help desk and technical support team cannot address local IT infrastructure issues.
Please direct questions about your computer, network, or bandwidth settings to your local IT staff.

e Give the mapper a few minutes to load and wait until has fully loaded before moving the map
or clicking on the menu buttons. If TRACS freezes, try refreshing the browser or try closing and
reopening it. Also, try switching browsers (current versions of Internet Explorer and Google Chrome
typically work best).

e If the mapper is loading slowly, consider creating a "New Filter" to show fewer results on the
mapper (such as a filter to view only your own projects) and make it your default filter (see Lesson
11b: Using Layers and Filters for more information).

e Contact the TRACS help desk if you experience other technical issues or errors in the system.


https://tracs.fws.gov/learning/mod/page/view.php?id=202
https://tracs.fws.gov/learning/mod/page/view.php?id=202

Lesson 1: Introduction

The purpose of this first chapter (the first lesson in the TRACS Basic Course) is to provide a high level
overview of the TRACS system, how it is used and why it is so important to the overall grants process.

Why is TRACS Important?

The bottom line is the public wants to be able to see how their money is being used, and the term
public means more than just voters. It also includes legislators and key industry stakeholders that make
critical decisions about the funding that supports your work at both state and federal levels.

WHERE YOUR DOLLAR GOES

12%
Natural

and Invasive
Species

TRACS provides a standardized tool for creating searchable reports on a range of grant-funded
projects.

Z

I usiaiire
EYTRACS -

Summary Dashboard

States

Prejects summarind by 52, Sew
“
4|I

TRACS is designed to be a project reporting tool and not a grant creation tool. The grant application
still needs to be submitted to your WSFR regional office and grants.gov and fiscal information is still



tracked in the FBMS system. Because of the seemingly parallel nature of the grant application and
reporting processes, TRACS can sometimes be seen as being outside of the grant process, but it is
important to understand that it is the only way that the public and those key decision makers can verify
the hard work and the results that keep your funding alive. It provides reporting tools not available in
other systems, reporting tools that meet or exceed federal regulations.

How to Use TRACS:

5.

Login into TRACS and define the project area in TRACS using the mapping tool.
Enter overall project data including name, statement and objectives.

Submit the project proposal for approval. Note that is about the project being approved in
TRACs (not the grant being awarded).

Enter the individual actions that accomplished the project objectives and the estimated costs for
those actions.

Submit your Performance Report for approval.

Once the data has been entered and approved, it will be visible on the TRACS Public Viewer. Please
note that not all information will be visible on the public site; only fields marked with the “eye” icon
will be.

Project 11960292944 RMA

Primary Agency Colorado Parks and Wildide |+eo®
+ Request New Agency
Project Status Active BE R

Project Start Date  |01/21/2015

Project End Date | 06/30/2016

On the TRACS Public Viewer (www.tracs.fws.gov/public) anyone can view general grant statistics
and individual project information by state or territory, grant program and species.

As you can see, the data that you enter into TRACS really does matter, so keep that it mind when
you enter your project information!

Welcome to Wildiife TRACS



http://www.tracs.fws.gov/public

Access and Registration

TRACS has both a live (production) site and a training site, which is a copy of the live site used for
training purposes only. Users must register separately for the training site.

1. To access the live TRACS production site directly, go to
to: https://tracs.fws.gov/data_tracs/dt/dashboard. To access the training site instead, go to:
https://tracs.fws.gov/training/data_tracs/dt/dashboard. To access the training site instead, go
to: https://tracs.fws.gov/training/data_tracs/dt/dashboard.

Alternate method: To access the TRACS production site from the Public Viewer
(http://tracs.fws.gov) click the Go To Sign In Page link in the middle or top right of the screen.

Goto Sign In Page

|
'HZ wildlife

— WSFR Conservation Viewer Q Enter your search
!q E’ T R AC S Tracking and Reporting on Actions for Conservation of Species

Search By: State | Programs | Species

Home Summary Dashboard States and Territories ~ Grant Programs  Species

Search by State |

Interactive Map
.

Welcome to Wildlife TRACS

TRACS stands for Tracking and Reporting Actions for the Conservation of Species. Wildlife TRACS is the tracking and

v
reporting system for conservation and related actions funded by the US Fish and Wildlife Services (USFWS), Wildlife and Sport WHAT'S NEW

Fish Restoration (WSFR) Program. TRACS News & Information

.
Start by trying out the new Summary Dashboard, browse the Project Map, or Search by State. * TRACS Training Opportunities
* TRACS Guidance
« TRACS Contacts Directory

1. Login with your username (email) and password. If you do not have an account,
click the Register link located on the left side of the screen under the Notice.

_tli?amm
"!F' TRACS

TRACS Log In

. TRACS Release 1.7
Username (email): Lune 8, 2014

l TRACS Version 1.7 released. Read More

TRACS Release 1.6
February 3, 2014
TRACS Version 1.6 released. Read More

Password:

Forgot Password? TRACS Release 1.5
- November 18, 2013
Notice g
TRACS Version 1.5 released. Read More

By logging into this agency computer | Help Desk available at 303-275-2350 or tracs-helpdesk@fws.gov
system, you acknowledge and consent
to the monitoring of this system.

Evidence of your use, authorized or About Wildlife TRACS

unauthorized, collected during About TRACS
monitoring may be used for civil, 7 Wildlife and Sport Fish Program

) .S, Fish and wildlif rvi
Register Agree and Log In U.5. Department of The Interior
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2. Complete the Profile Information using only your official contact information.

Profile Information
First (Given] Name

Last Hame (Swname)
Title

Pheane

Phone Extension

3. Select the appropriate Agency Type from the drop down list. (e.g. Federal, Tribal, State). If your
agency is not available, email the tracs-helpdesk@fws.gov with a request to add the agency to
the system.

Agency
Agency Type e

Agency

4. TRACS uses your e-mail address as your unique username; therefore, if your e-mail address
changes you will need to register for a new access account and your old account will be disabled
by an agency User Administrator.

e Type in your full official e-mail address and confirm

e Create and enter password and confirm

Your password should be a minimum of 12 characters with a combination of lower, upper case and
contain one non alphanumeric character, such as: #@. Numeric characters are optional. Passwords
should change by at least two characters, and cannot be re-used within 365 calendar days. If you
believe your password has been compromised, change your password immediately and report the
incident to the TRACS Help Desk at tracs-helpdesk@jfws.gov. If a user account name and password are
keyed in five (5) consecutive times without correctly accessing the system, the account is automatically
locked for 15 minutes as a security precaution.
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5. Identify one or more responsibilities from the System Roles list:

System Roles
Please identify one or more responsibilities from the following list:

Create and manage project data.

Review project proposals and performance reports.
Approve project proposals and performance reports.
Manage user profiles and approve system access.

View financial reports from FEMS.

6. Click on the Rules of Behavior for Users of the Wildlife TRACS System link. Check the Rules of
Behavior box indicating that you have read and will comply with them.

7. Type the Verification Code as shown on your screen. (If you unable to read the verification code
select the refresh button located on the right side of the Verification Code to generate a new
code.)

8. Click the Register button.
Account Information
Centem L

Confem Fassword

CEEEE TR

Eyles ol S

o User Administrators receive a system generated e-mail with the subject New TRACS
Registration Request Waiting for Your Approval when the requesting user has successfully
completed the registration process.

e Users receive a system generated e-mail with the subject TRACS Registration Request
Approved when the User Administrator successfully approves the TRACS registration. **Keep in
mind that this may take 1-2 weeks, so plan ahead!**



9. Once a registration request is approved, TRACS users can log into Wildlife TRACS.

10. Type in your username which is your official e-mail address and the password that you
created. Select the Agree and Log In button.

TRACS Log In

Username (email)

debbie_wircenske@iws gov

Password:

Sosssensene

Forgot Password?
Notice

By logging into this agency |
computer system, you =
acknowledge and consent to the
monitoring of this system

Evidence of your use, authorized

or unauthorized, collected during
monitoring may be used forcivil,

Register

Congratulations you have successfully logged into Wildlife TRACS once the blue Dashboard screen
opens! This screen gives you access to a range of specialized modules (such as Workflow Manager), but
for basic project entry you will start by clicking on the blue Mapper button in the upper right.

|

-b Wildlife Welcome, | profile | Help Desk | Log Out

_‘EIE’W

& mapper>>

A N Workflow Manager

-.ﬁ User Management

The rest of the chapters and lessons will help you to complete a generic data entry process in TRACS.
Policies and procedures vary by department, region and grant type so check with your supervisor or
WSFR grant coordinator if you have any questions.
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Forgot Password

The requirement for passwords is set by DOI policy:

2.

Policy requires a 15 minute lockout after 5 failed attempts to enter a password. We recommend
waiting 20 minutes because the 15 minute lockout period resets if another failed attempt occurs
during the lockout period.

Passwords can only be reset once within a 24 hour period. This requirement can be overridden
by modifying the password directly in the database; however, this requires assistance from the
Help Desk.

Passwords must be changed every 60 days and must be unique compared to the previous 24
passwords used. Any change to a password constitutes a unique password (i.e. changing a
single character or digit constitutes a new unique password).

Contact the Help Desk if you are unable to reset your password (such as when the password has
already been reset in the last 24 hours).

If your account has been deactivated by the user administrator, you will need to complete the
registration process again.

Click the Forgot Password? link located on the left side of the TRACS Log in page under
the Password field.

TRACS Log In

Usermname (email)

Password

By logging into this agency
computer system, you
acknowledge and consent to the
monitoring of this system
Evidence of your use, authorized
or unauthorized, collected during
monitoring may be used for civil,

Register

Fill out the form.
e Enter your official e-mail address (e.g. user@stateagency.gov).
e Enter the Verification Code.
e Click the Retrieve Password button.

e TIP: Passwords can only be changed once during a 24 hour period as a security
precaution.

Please Identify Your Account

offer

a

WIS

11
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You will receive a system generated e-mail via tracs-helpdesk@fws.gov with a link to reset your

password. Click the link contained within the system generated e-mail.

waCs Melpdeshitws gov 29PM 2 1o8 My .-

Hello Debble Wircenske,

The link in the e-mail will re-direct you to the Reset TRACS Password screen. You will never
receive an email to reset your password unless initiated in TRACS. If you receive a password
reset email and you did not initiate the reset procedure, contact the TRACS Help

Desk immediately at tracs-helpdesk@fws.gov.

e Enter your official e-mail address and confirm.
e Create and enter your password and confirm.
e Type the Verification Code.

e C(Click the Change Password button.

A system generated notification that your password has been successfully changed will be sent
to the user email address.
Click the Login to TRACS link

Password Changed

Your password has been updated

You may now lggin 1o TRACS

7. You will be re-directed to the TRACS Log In screen. Type in your username which is your e-mail

address and your new password. Click the Agree and Log In button.

12
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Lesson 2: Mapping your Project

This chapter will demonstrate how to create a map your project using TRACS.

What is a mapper and why is it required?

The mapper was designed to give a graphic representation of the project location. It is important to
know that it is tied to detailed geo-spatial data that is essential to the overall reporting process as well
as being a requirement for the grant application (FWS GIS policy 270 FW 8). It also allows you to define a
project by its location, region or state with then may be associated with a specific agency or used for
cross-agency coordination.

1. Select the blue Mapper button on the TRACS Dashboard.

|

'b Wildlife Welcome, | Profile | Help Desk | Log Out

-"E‘E'W

5 mapper>>

A N Workflow Manager

-.ﬁ User Management
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Be aware that it may up to several minutes for the mapper to load all of the projects in your group
(agency, department or region).

fi %uuamn
ARV TRACS

2. Navigate the map to a desired geographical location using your mouse or the navigation toolbar.
Navigation Tips:
e Dragand drop the map to move it
e Use the scroll wheel on your mouse to zoom in (scroll up) or zoom out (scroll down)
e Use the Navigation Toolbar (translucent blue icon located in the upper left of the mapper)
e Additional navigation tips can be found in Mapper Navigation Tips section of chapter 11a.

Be sure the mapper is zoomed in or zoomed out enough to enable an accurate representation of the
entire project area.

14
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3. When you have the location positioned so that the entire project location is visible, click on the small
“life preserver icon” known as the Guided Process Tool from the Mapper Toolbar (top of screen).

? Training \ LU ® @

4. This opens the Guided Process Tool search window where you can create a new project or search for
an existing project. Click Start New Project link.

\ 4
‘ ’ Guided Process Tool
-

rt New Projec

] t

ta

Project Search Criteria ‘

search |

5. The Feature Editor window will open. This area allows you outline the area of your plan, project or
action.
e Plan: defines the geographic area for a larger effort (such as a strategic plan) with a red
boundary. Note: A plan is optional and is not required to enter a project.
e Project: defines the geographical area where the project occurs with a blue boundary. The
project boundary is required.
e Action: used for reporting where the project-specific actions have taken place with a green
boundary. Actions are required, however they are not created until after the project has been
created.

Feature Editor

[ Edit Operations |

Active Feature @ J

[ Feature Drawing Tools I

o~ B0
[ project W E a

[ Action Area

© Requires Active Project
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Note: The basic tools for creating a plan, project or action all function the same way. In order to use all

of the drawing tools, the mapper needs to be zoomed in to 1:288,000 scale or greater (in other words,

zoom in until all four drawing tools are active).

Select the appropriate drawing tool and create the project boundary. These options are:

The Freehand Polygon allows end-users to capture specific location areas which are
contoured, e.g., habitat area, forested area. Freehand Polygon is created by holding down the
left mouse button and moving the cursor until the desired polygon is visible and then releasing
the left mouse button.

The Geometric Polygon m allows end-users to capture specific location areas which are linear
(point-to-point). Geometric Polygon areas are created by left clicking the mouse of the map to a
single vertex. Continue clicking the left mouse button at each vertex of change in direction until
the desired polygon is visible. Double click the left mouse button to complete the feature.

The Select an Existing Boundary (also known as the Geopicker) tool a is used to select a
shared shape from a reference layer. The tool allows end-users to capture specific location areas
which have pre-determined boundary types (Political, Hydrological, Coastal or Alaska). Use this
tool if a plan and project is Statewide or for a specific County.

The Import Shapefile tool E is used to import a shapefile from a local source. A shape file
contains spatial features which represent a specific type of location. e.g., rivers and lakes. The
shapefile import tool accepts all local coordinate systems (NAD27, NAD83, WGS84) and
translates the shape into the flat webmercator display. The import tool requires a zip file that
contains standard shape file extensions.

6. Once you have defined the outline, click Select or Save in the feature editor window. For more tips on

creating, replacing or editing shapes, visit the Shape Creation and Editing page.

Feature Editor + e

Edit Operations |

@ e

Selection Tools

@ Lasso | ~ [

Shape Editing Tools

2 add Ring _}J_’ Delete Ring

P Move Feature

m Buffer by Generalize

16



7. Now that you have created and saved the shape, the Project Properties window will appear. This is

where you begin entering data for the project itself.

Note: The Project is automatically assigned a system generated ID number and will start out as

"unnamed". It is important to enter a project name right away and save the project so you can locate in

the future (see the next chapter for more details).

\\ ‘Beatty
. W ;
Death Valley N.P. \ &% \ ¢ Grand
i\ ™ § \‘anyon-Parashant

National
Mon

“Indepe‘r;den(e

Grand

Canyon
NP Grand Canyon
Village,

.00 Categories  Contacts  Description  Related Projects |~ Groups

Southem Ute I.R.

S Farmington

Jicarilla
Apache
IR

Guided Process Tool

Ontario

Corona Project Name ‘

roves.

ach  Santa Ana

Primary Agency l Enter at least 3 characters of the Agency name.

Oceanside_
N + Request New Agency

San Di

Projectstatus Dt [~[+@®
Project Start Date | 10/30/2014 * @ ©
Project End Date : *Q ®

Project Website \

Is Project Sensitive? (] @

Tierra
Amarilla
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Lesson 3: Defining your Project Properties

This chapter will demonstrate how to define Project Properties in TRACS, which are the core details
upon which all of the other project data are based.

Important Icons:

* @ Red asterix or red exclamation point display by required fields (box around field will also appear in
red if status is Active)

Hover over the question mark icon to view information about that field

The eye icon indicates field will be displayed on the Public Viewer and on public reports

| Project #60323374 Unnamed

‘ /Properties-\ Categories Contacts Description Related Projects Groups

Project Name [ ] 00T Field is required.

‘ Name of the project as defined
Primary Agency | |v| X7} in the grant application.

4+ Request New Agency

Properties tab

1. Enter the Project Name (e.g. NV - Hunter Education Project)
=  For consistency in style, particularly on the Public Viewer, there is a recommended Project
naming convention. At a minimum, a two letter State abbreviation followed by a hyphen
and a short, descriptive title is required. Other optional identifiers that can follow in
parentheses include FBMS number, FAIMS grant number and year. It is understood that
not all Projects are in a single State (e.g., competitive State Wildlife Grants, multistate
projects), so substitutions for the State abbreviation can be used for these use cases.
= State Abbreviation - Descriptive Title (optional FBMS/FAIMS/Year identifiers) valid
examples:
e CA - Upper Butte Basin Wildlife Area (F13AF00345/W-54-D/2013)
e CA - Grizzly Island Wildlife Area (F13AF01314)
e NV -Sage Grouse Research 2014
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2. Select the Primary Agency from the drop down list by typing at least three letters of the state or
agency name into the search box.

Note: Do not search by the state or agency abbreviation. Make sure to enter the full name or
part of the full name of the state or agency (ex. To search for Alaska Department of Natural
Resources, type “Alaska” instead of AK or DNR).

If you do not find the correct agency, try alternate spellings. If you still cannot find the agency,
click on the “Request New Agency” button. Complete the form that appears and click Submit. If
you need to request a new agency, you may save your information as a Draft and wait until the
agency has been added to the list (this may take up to a week).

3. Select the Project Status (e.g. Draft, Active, Completed). The Draft status is used initially and
allows you to save the form at any time. All field validation requirements must be satisfied for
Projects with an "Active" or "Completed" Project Status before the Save button
activates. Projects with a "Draft" status can be saved at any time; however, workflow
operations are not available for Projects in "Draft" status.

4. Select the Project Start Date and Project End Date.
5. Enter the address of an external Project Website, if applicable.

6. If the project is considered sensitive (i.e. related to a listed species, private landowner, or land
acquisition), check the Is Project Sensitive? checkbox. By checking this box, the spatial
boundary of a sensitive project is generalized so the exact location of the project is hidden and
the polygon is buffered to show the next largest political boundary (e.g. county, state or
country). Keep in mind that projects marked as sensitive will not display in the Public
Conservation Viewer.

Project #1960296390 CO - Statewide Hunter Education Project (F12312312/FY 2015) (70
|'. Properties (_ T _\(— Y Y w
Project Name [CO - Statewide Hunter Education Project (F12312312/FY 2015) | * @ ®
Primary Agency |CDIDradD Parks and Wildlife ‘ - | * @ T
Project Status * @ T

Project Start Date  [07/01/2014 * @ T
Project End Date 06/30/2015 * @ T

Project Website | | @ T

Is Project Sensitive? [] @

=D
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Categories tab

The categories tab is where you define the intent of the project in broad categories (in short, general
descriptions of what the project will do).

1. Select one or more Project Categories from the drop down list (e.g. Conservation/Management).
2. Select one or more Action Categories from the drop down list (e.g. Data Collection and
Analysis). The Action Categories you select determine the objective and action types available later.

Use the x in the Controls column to remove an item.

Project #1960296990 CO - Statewide Hunter Education Project (F12312312/FY 2015)

/ Categories k' contacts Description  Related Projects Groups

@ Wildlife TRACS Action Levels

Project Categories [

Project Category Controls

Recreation a

Action Categories [

Action Categories Controls

Facilities and Areas (Major Renovation) a

Education a

Contacts tab

1. Select the Find or Add Contact button to add the grant contact(s) such as the federal aid
coordinator for your agency (later on there is a field to enter the principal investigator for the
project).

2. Enter the search parameters, First and Last Name or Email Address

3. Click the Search button. If no matches are found select the Add New Contact button. Refer to
Adding New Contact section below.

4. Mark the check box for the Lead Contact (even if there is only one contact)

5. Select the Search Partner drop down list if applicable (i.e. Department of Marine and Wildlife
Resources).
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6. If no matches are found click the Add Person button or Request New Agency button.

Project #1960296990 CO - Statewide Hunter Education Project (F12312312/FY 2015) eox

contacti Description  Related Projects  Groups

Search Contacts e LTINS @

Name Lead Contact? | Controls

el a

Yonah Cohen

Search Partner | To search and select:Enter the first 3 letters of the agency or p... |'| + Request New Agency [L7]

Name | Type | Controls

[ sove J % o

Adding New Contact

Enter First and Last Name, Title, Phone and Email Address. (Required fields)

Enter the first three letters of the agency name into the Search Agency predictive search box.
Select the contact Agency from the drop down list.

Select the Save button.

| Add New Contact |

FirstName  |matt |*@
lastName |baker |*@
Email Address | |*@
Title [ |@

Phone ES
Phone Ext

Search Agency | To search and select: Enter the first 3 letters of the ogency. | . | * @

[ sove ) = cose |




Adding a new Agency

e Select the Agency Type from the drop down list (e.g. Federal, State, Tribal, Local, or NGO).

e Select the State from the drop down list (if applicable).

e Enter the Agency Name (e.g. Arizona Mollusk Natural Resources).

e Enter Agency Abbreviation and Description (optional).

e Enter the first three letters of the agency name into the Parent Agency predictive search box.
e Select the Parent Agency from the drop down list.

Select the Request Agency button.
Request Agency Form

Please indicate the agency you want to have added to TRACS. The TRACS Help desk will review and add your
agency.

Agency Type :IZ] [N 7] Field is required.

Agency Name ] @ @ Field is required,

Agency Abbreviation

Parent Agency | Enter at least 3 characters of the Agency name.

Description Tab
1. Enter or perform a copy and paste into the Public Description text box.

e Use the Ctrl+C and Ctrl+V commands or the mouse right-click menu to perform a copy and
paste from another document source. Fix formatting if needed.

e The information entered under the Public Description will be visible to the public and
should be written as an abstract using common terms and language that is free of acronyms

or jargon. Components from the Need section and Expected Results section make good
references.

Project #1960296990 CO - Statewide Hunter Education Project (F12312312/FY 2015)

roperies ¥ caegoris* conacs {CER e e Groups

* @ T

Basic Hunter Education has played an important role in making Grace a safe place to live and enjoy its bountiful natural resources. It also is
critical to the continued enjoyment of the important part of Grace’s tradition and heritage. The Hunter Education Program is intended to impact
the new hunter's knowledge, skill, attitude, behavior, and hunting incident rate. The program provides educational experiences to improve
hunter-landowner relationships and acceptance of hunting by non-hunting citizens. The program also teaches students about wildlife biology,
conservation, and habitat. Hunter Education provides classes targeted to certain audiences, and provides alternative delivery methods to
provide an excellent opportunity to reach non-traditional hunters and hunters with previous experience.
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Related Projects Tab (optional)

1. Enter the first three letters of the project name into the Parent Project or Related
Project predictive search box.

2. Select a Parent Project or Search Related Projects from the drop down lists.

3. The Reason for Relation and Project Start fields should describe the reason for creating a
relationship between projects.

4. Click the Save and Close buttons.

Project #1960296990 CO - Statewide Hunter Education Project {F12312312/FY 2015) o x

Properties  Categories Contacts  Description ,RelamdPrniects'\m

Parent Project |To search and select: Enter the first 3 characters of the Parent Project. | = | Q

search Related Projects |To search and select: Enter the first 2 characters of the Related Project. | = | 7]

Project # | Project Name Reason for Relation | Project Start... | Centrols

D

Groups Tab

1. The Groups Tab displays the group associated with the project.

0

l Project #1960298904 CO - Boating Access Project YRC

| Properties Categories Contacts Description Related Projects '-Groups-\|

Project Group [Wildlife and Sport Fish Restoration (R6) J * @

|

Important Tip: The project group will default to the primary group of the user who enters the
project. Therefore, if you have permissions to enter projects for another group, then it is critical
that you choose the correct group for that project! The correct group is the agency responsible
for the project (usually at the lowest level, such as the state agency or division).

For example, a WSFR regional coordinator who enters a project for a state needs to change the
default group from the region to the state agency so that state users in that agency have
permissions to edit the project. If the project is not assigned to the correct group, the staff at
the state agency will not be able to edit, modify or report on their project.
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2. If the default group is not correctly listed as the responsible agency, click on the Choose Group

button.

Note: Groups are hierarchical with a parent-child relationship and are displayed in a tree
structure within each parent group. Users from a parent group will have “inherited
permissions” to all child groups. Click on the plus sign to expand each sub-menu. Then
select the lowest group responsible for the project (such as the state agency or specific

division), then click Done.

Choose a Group

Select a Group.
Groups in italics cannot be selected.

Region 1

Region 2

Region 3

Region 4

Region 5

Region 6

= &5 Wildlife and Sport Fish Restoration (R6)

= ,E?.z Colorado

2 colorado Department of Natural Resources

2 Colorado Parks and Wildlife
Kansas

[
BRRBRBRB

Montana
Nebraska
North Dakota
South Dakota
Utah

ARBRBRBRRE

Wyaming

3. The Groups tab also contains an audit history that displays the date and user who created the

project as well as who last modified it.

Project #1960296990 CO - Statewide Hunter Education Project (F12312312/FY 2015) @ x

Properties. ~ Categories ~ Contacts | Description  Related Projects ([Tl

Project Group {c\assrccm Training ] *@
Audit History Created By: TracsClassroom? TracsClassroom7
TracsClassroom?
null
U.S. Fish and Wildlife Service
Created On: February 10, 2015 11:44 AM
Last Modified By: TracsClassroom1 TracsClassrooml
TracsClassrooml
null
U.S. Fish and Wildlife Service
Last Modified On: April 09, 2015 8:59 AM
[ e
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Select the Save button.

The “Project Successfully Saved” window opens. Select the OK button.
Select the Close button to close the project form.

You will be directed back to the Guided Process Tool. Use the links on the right side to view or

edit the project information.

LY vildiife

Status: Active

Project: #1960296990 — CO - Statewide Hunter Education Project (F12312312/FY 2015)

had
‘ ‘ Guided Process Tool
-

Tasks |

Edit Project Data

1. Enter Project Data

2. Enter Project Statements

3. Generate Project(s) Proposal
4. Associate Funding Source

5. Enter Action Data

6. Enter Estimated Cost

7. Submit Performance Report

Q, Zoom to Project Location

# Edit Project Shape

# Replace Project Shape

[} View/Edit Project Properties

|:|;| View/Upload Project Attachments (0]

ET] View Project Summary Report

[} Copy Project
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Lesson 4: Entering Project Statements

This chapter will demonstrate how to enter your Project Statement into TRACS. The Project Statement is
a mandatory component of the grant process and in most cases can be copied and pasted from your
grant application directly into TRACS. The importance of the project statement lies in the fact that it
summarizes all of the subsequent data entry and reporting for the project.

1. From the Guided Process Tool, select 2. Enter Project Statements from the Tasks panel and
click Start New Project Statement in the right side panel.

o -
Zwudhfe ¢ 9 Guided Process Tool
" -

EYTRACS

Project: #1960301819 — CO - Statewide Hunter Education Project (F12312312/FY 2015/YRC)
Status: Active

Tasks | | Enter Project Statements
1. Enter Project Data = Start New Project Statement

2. Enter Project Statements

3. Generate Project(s) Proposal
4. Associate Funding Source

5. Enter Action Data

Project Statement Properties Tab

2. When the Project Statement window opens, notice that the Save button is greyed out.
e Important: Do not click close without saving first! The Save button is not active until
required data is entered under the Properties, Need Statement, Approach, and
Expected Results tabs.

3. Enter the Name of the Project Statement. Use the standard naming convention:
e State Abbreviation - Descriptive Title (optional FBMS/FAIMS/Year identifiers) Example:

CO - Butte Basin Wildlife Area Operations and Maintenance Project (FY 2014)
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4. Enter the Principal Investigator (e.g. project or research leader) by typing the first few letters of
the investigator's name. If no matches are found select the Create New Contact button. Refer to
Create New Contact.

5. Enter the Total Est WSFR Federal Cost (federal grant amount) and Total Non-WSFR Cost (state
match). If applicable, use the Other Costs field to document funds received from outside
partners (such as other agencies or NGOs).

6. Select the Grant Program(s) funding the project from the drop down menu.

All relevant grant programs must be entered. State users will not be able to update this
information once an award is associated with the Project Statement.

R

Name [ ] Q@  reldisrequired.

Principal Investigator + Find or Create Investigator 7}

Total Est WSFR Federal Cost :] 0o Field is required.

Total Est WSFR Non-Federal Match [:] 06 This field is required.

Total Est Other Cost (2]

Grant Programs [ Select Grant Program | v] @@  Atleost 1Gront Progrom is

required.
Grant Program Controls
[ % dose |

e o sesssesrr e e ——— T ——— T T ]

Project Statement Other Funds Tab (fill out if Other Costs entered on previous tab)

7. Click the Search Non-WSFR Funding Sources button.

Project Statement #60255221

Properties uOIIESINGEN Need Statement  Approach  Expected Results  Add'l Elements
Q, search Non-WSFR Funding Sources

Fund Name | Amount

8. The Search for Non-WSFR Funding Sources form displays.
e Enter the Funding Name.
e Enter the Amount.
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e Enter a Start Date and End Date.
e Click the Search button to search for the funding source. If not match is found, click

Cancel.
Search for Non-WSFR Funding Sources e x

Criteria | Results

Funding Name: [Erlter part of name text J

Amount: Min: [ J Max: [ J

Date: Start: ‘ | End: | |

9. If no match was found, click the Create New Funding Source button.
e Enter the Funding Source Name (e.g. Trout Unlimited).
Enter the Start Date and End Date.
Enter the Amount and applicable Notes.
Click the Save button to save the funding source.
Enter Agencies, Partners, or Third-parties associated with the funding source if applicable;
otherwise, click the Close button to close the New Funding Source form.

Funding Source o x

Funding Source Name |

Start Date |:|
End Date |:|
Amount (o |

Notes

=D

Project Statement Need Statement Tab

10. Enter the Need Statement (or copy/paste). The need statement should explain why the project
is necessary by identifying the issue/problem/opportunity and provide supporting evidence.
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P = R —— S —
Project Statement #60255222 ox

Properties  Other Funds IELESIE0E 8 Approach  Expected Results  Add'lElements  Add'l Elements Cont.  Scope Deviations

1. Mandatory hunter education has played an important role in making South Dakota a safe place to live and enjoy its bountiful natural resources. It
also is critical to the continued enjoyment of the important part of South Dakota's tradition and heritage. The Hunter Education Program is intended to
impact the new hunter's knowledge, skill, attitude, behavior, and hunting incident rate. The program provides educational experiences to improve
hunter-landowner relationships and acceptance of hunting by non-hunting citizens. The program also teaches students about wildlife biology, conservation,
and habitat. Provide classes targeted to certain audiences, and provide alternative delivery methods to provide an excellent opportunity to reach more
non-traditional hunters and hunters with previous experience.

2. The South Dakota Hunter Education Program is available throughout the state of South Dakota. The program of instruction is provided by more than
1,200 trained volunteer instructors who are supervised, guided, and assisted by six Recreational Safety Officers (RS0s) and 81 state Conservation Officers.
However, there is a severe shortage of trained instructors in the six counties in the NW section of the State. This grant thus designed to focus on increasing
the number of volunteer instructors in these six counties.

Project Statement Approach Tab

11. Enter the Approach. Describe the methods used to achieve objectives.

= T s it 7 AP SRS, s Wikdemess = a1}
Project Statement #60255222 @ x

Properties  Other Funds ~ Need Statement [VJJGEIGN Expected Results  Add'l Elements  Add'l Elements Cont. ~ Scope Deviations
1. Purchase and distribute adequate supplies and materials needed to provide course curriculum to all students who wish to attend. Overall the number|

of students has been relatively steady between 10,000 -12,000 annually.

2. Continue to recruit and maintain quality volunteer instructors who are positive role models within their communities. Provide necessary support and
training to maintain a cadre of 100 volunteer Hunter Education Instructors in the six counties in NE South Dakota.

(]| [rewr ]

Project Statement Expected Results Tab

12. Enter the Expected Results. The expected results describe benefits of the project to users and/or
species.
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13. Click Save. The Save button is activated once all of the required fields have been filled in. If
the Additional Elements and Scope Deviation tabs are not applicable, click the Close button.

Project Statement #1960297054

Properties Other Funds Need Statement Approach QaVJacHBREICE Add'lElements  Add'l Elements Cont.  Scope Deviations
* @

The Hunter Education Program is designed to train safe, ethical, and responsible hunters. It is the goal that personswho successfully complete the program
of study will act in a safe and ethical manner and be less likely to injure themselves or others while hunting. This project will result in:

A well-developed, highly skilled and trained volunteer instructor corps.

Customer demand for basic hunter education training satisfied.

Increased numbers of safe, ethical, and responsible hunters resulting in decreased hunting incidents.
Increased support for projects that will improve wildlife habitat and management.

Improve the image of hunters as role models and mentors for new hunters and non-hunters

Project Statement Additional Elements Tab

14. Enter information into the Additional Element fields as applicable.

e General: general information about the project, such as compliance information

o Useful Life: expected life of capital improvements with reference to method used to
determine it.

[ ]

Program Income: estimated program income amount and method.

Project Statement 1960297054

Properties  Other Funds  Need Statement  Approach Expected Results GLRINVYIEE Add'l Elements Cont.  Scope Deviations
General

(2]

The proposed project activities are eligible for funding and meet criteria for substantizlity in character and design under
50 CFR 80.50 (b)

Useful Life

Renovations expected to have a useful life of at least 25 years

Program Income

None anficipated

[ sove ] x coce

Project Statement Additional Elements Cont. Tab

15. Enter information into the Additional Element Continued fields as applicable.
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e Multipurpose Projects: describes activities related to another grant or not related to a
grant.

e Relationship with other grants: relationship between the project and other work
funded by federal grants.

e Timeline: an estimated schedule of significant milestones towards completing the

Project Statement #60255222 o x
Properties  Other Funds | Need Statement ~ Approach = Expected Results ~ Add1Elements Rl A Scope Deviations
Multipurpose Projects o
(N/a)
Relationship with other grants °
Projects contained in this grant proposal are related to USFWS wildlife Restoration Hunter Education Grant Project W-000-
000 as it contains ongoing work related to the delivery of South Dakota’s Hunter Education Program. The work/projects
outlined in this grant proposal will alse relate to any future USFWS Wildlife Restoration Hunter Education Project Grants
for the same purpose.
Timeline )
ﬁhe time line for this project proposal will run from July 1, 2014 through June 30, 2015. The South Dakota Hunter
Education Program is offered year round with the bulk of the program activities taking place March through November
annually.
L |

Project Statement Scope Deviations tab

16. Enter the Scope Deviation if applicable. This field is used to describe changes in the scope that

results as the project is underway (such as the reason for an amendment).

foo > do Lie Proje b LUNdet
Project Statement 860255222 o x

Save and Close
17. Click the Save and OK button. Click the Close button to close the Project Statement form. You

will be directed back to the Guided Process Tool. Use the links on the right side to view or edit
the project statement.
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Lesson 5: Entering Project Objectives

This chapter will demonstrate how to enter project objectives into TRACS. Project objectives are the
specific steps required to accomplish project goals and provide benchmarks for reporting. The objectives
that are identified are the outputs of the project and become the actions that are reported upon.
Therefore, they are considered the primary indicators of progress.

1. From the Guided Process Tool, click 2. Enter Project Statements in the task panel on the left.
Then click the View/Edit Statement Objectives button located in the right panel.

S -
e X0 uildlife . ‘ Guided Process Tool
2 .

Project: #60250476 - MJA - Nevada Hunter Ed project
Status: Active

Tasks | | Enter Project Statements
1. Enter Project Data = Start New Project Statement
2. Enter Project Statements Statement: #60255222 - Draft Statement: Fy15
Version: Initial Version (Draft)
3. Generate Project(s) Proposal Funding Source:
Workflow Status: Statement Not Ready for Submission
4. Associate Funding Source Valid: Yes Has Been Addressed: No

EJ View/Edit Statement Properties

5. Enter Action Data
EJ View/Edit Statement Objectives (0

2. Click the Create SMART Objectives button. SMART Objectives are the preferred method
because they establish benchmarks for measuring performance.

Select Objectives Type ox

\ Choose Obijectives Type |

Select the type of objectives you want to create for this statement.

SMART Objectives

SMART objectives are Specific, Measurable, Achievable, Relevant and Time bound, and directly address a need/threat or purpose/target.
SMART objectives establish the benchmarks required to demonstrate that the need/threat or purpose/target has been met. The desired
outcome of the objective is specific and can be measured quantitatively or qualitatively. SMART objectives are used to follow an automated
path for measuring performance.

Create SMART Objectives

Narrative Objectives
Narrative objectives can also be created following the SMART acronym; however, narrative ohjectives are not useful as an automated path
for measuring performance.

Create Narrative Objectives
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e NOTE: There is also an option to Create Narrative Objectives, which can be used if a SMART
objective cannot be created.

o Inthe Narrative Objectives window, simply enter or copy/paste the entire narrative for
all objectives and click Save. NOTE: The narrative objectives window will only be filled
out once to include all objectives.

o Keep in mind that while it is a simpler process to enter objectives in the narrative
format, the SMART objective format is preferred because it provides standardized
outputs and benchmarks for measuring performance. To change to a SMART format,
click the Switch to SMART Objectives button in the lower right.

Narrative Objectives x

* @

To collect data on bats in Delaware that will be used to decide how to best protect Delaware cave and tree bat species, to monitor for |4
signs of WNS and impacts of WNS on Delaware bats and to implement measures to conserve bat species as needed and appropriate. To
decrease the chances of WNS spreading from Delaware locations to other bat sites.

Specifically, we plan to:

1. Collect data on individual bats and colonies by continuing maternity coleny menitering via volunteer emergence counts and
maternity colony catches at benchmark sites: a. We anticipate between 90 and 120 emergence counts at 30-20 maternity celonies
throughout the state. b. We anticipate conducting five to ten catches at five benchmark maternity sites and one to two sites in close
proximity to benchmark sites.

2. Continue winter hibernacula monitoring. a. Conduct winter surveys at five to seven locations. b. Conduct bi-monthly rapid search
surveys at Fort Delaware to determine timing for hibernation.

3. Conduct surveys targeting rare species; especially Myotis septentrionalis (northern longeared hat) and Myotis lucifugus (little brown
hat). Do active and passive acoustic monitering at five to twenty locations throughout the state to try to find locations of rare hat
species. Follow-up with catches in places where target species are detected. Implement radio-telemetry of target species if captured
and sufficient staff available for telemetry work.

4. Conduct acoustic monitoring: a. Continue with volunteer acoustic transect routes. We plan to coordinate volunteers to run seven
transect routes one to three times. Staff biologists will conduct surveys if volunteers cannot. b. Three passive bat detectors (detectors

[ sove ) % e |

3. From the SMART objective window, select either the New Need Threat or New Purpose Target.
e Select the New Need/Threat button to indicate the reason for the objective if not related to
a specific species/habitat.
OR
e Select the New Purpose/Target button to indicate specific species or habitat(s) targeted by
the objective.

SMART Objectives @ x

O C |

o Draft Statement: null

Use the menu options above to define a new
Need/Threat or Purpose/Target.
To create an Objective, select an existing Need/
Threat or Purpose/Target and click the New
Objective option.
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4. Fill out the Need/Threat or Purpose/Target form to identify the reason for the objective(s).

New Need/Threat:

e Select a Level 1 Need/Threat Type from the drop downs that best describes the need for the
objective(s), e.g. resource management need. Note: Level 2 & 3 are optional but should be

filled out if possible.
e Fill in the Need/Threat description.

SMART Objectives

| = New Need/Threat = New Purpose/Target

I Need/Threat Type

Level 1 [ |' ‘ *

Level 2 | ]

Level 3

Need/Threat Description

v OK

New Purpose/Target:

e Enter the Purpose/Target ID (e.g. a numbering system such as 1, 2, 3 or A, B, C etc.)

e Enter the Purpose/Target Name
e Fillin the Purpose/Target description.

SMART Objectives.

|

e c— T

Purpose/Target Name { J * @

Purpose/Target Description 3

This field is required
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Habitat tab:
e If applicable, select the Broad Habitat Type 1 & 2 from the drop down menus (Type 1
determines the options available to specify type 2).
o Click Add Selected Habitat to add it to the table below. Check the box for Directly
Benefitted if applicable. To remove a habitat from the list, click the x button in the Controls

column.

SMART Objectives [

Broad Habitat Type 1 [ RIVERINE -le@

Broad Habitat Type 2 [ Estuary ‘ e ‘ 7]

=+ Add Selected Habitat

Habitat ‘ Level Directly Benefitted? Controls

Estuary 2 1

XD =

Species tab:
e If applicable, click Edit Selected Species to edit or add a species to the list. Check the box for

Directly Benefitted if applicable.

SMART Objectives. o x

# EditSelected Species

Common Name | scientific Name status Directly Benefit... | Controls

Black-footed Ferret Mustela nigripes

Burrowing Owl Athene cunicul laria O a

=D a3

e Search for the species using the search tabs:
o Specific Search tab: enter part of the common name or scientific name and click Search.
o Taxonomic Search tab: select the taxonomic level (e.g. genus) and enter the name in
the search field. Click on the + sign to expand the menu and select the level to add
before clicking the + sign to move the item over to the right side.
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o Hybrid Search tab: search for the species and click the plus sign (+) to add the two
species to the Species 1 and 2 boxes (e.g. add a tiger and a lion to create a liger).

e C(Click the plus sign to add a species to the Selected items on the right side (or click on the red
minus sign to remove a species).

e C(Click OK to return to the previous screen.

Species Selection x
search: {burrowmg owl J m Mustela nigripes -]
Black-footed Ferret
. Athene cunicularia *
Burrowing Cwl
I
+ OK
Viability tab:

e Viability Status: select the status if applicable (Increase, Decrease or Sustain)
e Viability Status Justification: provide an explanation of the status

SMART Objectives o x

Viability Status [ Increase ‘ - ‘

Viability Status Justification

Reintroduction of endangered black footed ferret is needed to increase the population to a viable and sustainable level.

=3

5. After adding the Need/Threat or Purpose/Target, click the Save button.
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6. Expand the Project Statement tree in the left panel by clicking the (+) sign. Click the newly
created Need/Threat or Purpose/Target in the left panel.

7. The New Objective button will become active and can be selected.

SMART Objectives o x

<+ New Objective Inherit from Plan
= g Draft Statement: null | Need/Threat |
3 Need/Threat: Public Access Nee|
Need/Threat Type Recreation Needs @
Need/Threat Level 2

Need/Threat Description | Boat dock renovations needed to improve safety and
acessibility to Granger Lake.

8. Fillin the required Project Objective fields.
e Objective ID (follows a numbering system such as 1, 2, 3 or A, B, C or another state-used

ID)
e Objective Name: short title
e Objective Statement: best practice: enter as "(Action verb) (how many)

(who or what) (by when) .” E.g. Train 25,000 students in basic hunter
education firearm safety by June 30, 2015.

SMART Objectives @ x

2ol Quantitative Indicators  Qualitative Indicators
Objective ID [1 IE

Objective Name [Hunter Education J *

Objective Statement

Train 25,000 students in basic hunter education firearm safety by June 30, 2015.

0
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9. Go to the Quantitative Indicator or Qualitative Indicator tab to add one or more indicators to
track progress on the completion of the objective.
e Quantitative Indicators are used for measurable outcomes (i.e. number of acres)
e Qualitative Indicators are used for all objectives that do not have a measurable
component (such as Administrative Support) and tracks whether it was completed or
not (i.e. True or False)

10. Add the indicator(s) that will be used to measure the completion of the objective.
e Click the New Standard Indicator button to select an existing standard indicator.
o Select the Category and Strategy to use a standard output built in TRACS (the
standard output unit will display, such as acres)

o Enter the Planned Value (how many are estimated to be accomplished, such as

number of acres to be restored)
o Enter the Base Value (starting point, usually zero unless the project is a
continuation)

o Enter the deadline (when you plan to complete this objective or the project end

date)
o Click Add

| Output

Note: The standard output for an indicator is determined by the selected action category and
strategy. The indicator can only be associated with actions that have a similar action category and

strategy.
@ Wildlife TRACS Action Levels
Category [ Education [-]* @
Strategy | Student training |v| *@

Standard Output  Students 4 7]

Measures

Planned Value |:2SDDD \ * @

Base Value |D \ 2]

Deadline * @
e

e C(Click the New Custom Indicator button to add a new custom indicator. This option is
used if a standard indicator is not available.
o Enter the Custom Output (e.g. number of aquatic education classes taught)
o For Quantitative Only: enter the Planned Value and Base Value.
o Enter the Deadline
o Click Add
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Output

Custom Output lHunter Education Classes J * i@

Measures

Planned Value |500 * @

Base Value 1] Q

Deadline * @
&=

11. The indicator table has been added when it appears in the grid. Click the Save button to save
the Objective. Click the OK button to close the Objective form.

SMART Objectives

|
| iject (U7l Quantitative Indicators [RTE LG G e
‘ =+ New Standard Indicator =+ New Custom Indicator

Planned Value | Base Value | Qutput Deadline ‘ Controls

200 0 Students 11/30/2014 @




Lesson 6: Generating a Proposal

This chapter will demonstrate how to generate a project proposal in TRACS and send it through the
approval process. Grant funding approval is separate from the project approval process that is done in
TRACS. The process in TRACS provides a standardized format for state and federal review and is required
for performance reporting.

It is important to note that after you submit your project proposal for review and approval in TRACS, you
will not be able to change much of your core data; so be sure to double check your work before you do.

Tip: If you have been working in draft mode, you will need to change the project status to active by
returning to Task 1 Enter Project Properties and click View/Edit Project Properties.

1. From the Guided Process Tool, click 3. Generate Project(s) Proposal link located in
the Tasks panel. Click on the Workflow link located in the right panel.

Tip: This workflow must be completed separately for each project statement. To push multiple
projects statements through the approval workflow at the same time, use the Workflow
Manager (see chapter 20).

o -
buudhfe ¢ 9§ Guided Process Tool
) -

Project: #1960359882 -- NV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC)
Status: Active

Tasks ‘ | Generate Project(s) Proposal ‘

1. Enter Project Data Statement: #1960359884 - Draft Statement: NV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC)
Funding Source:
2. Enter Project Statements Workflow Status: In Progress

[ Workflow
=

3. Generate Project(s) Proposal

2. The Workflow window opens.

e The “Current Project Statement Workflow Status” will display in the gray box at the top
of the window. You can view a small version of the Workflow Diagram by clicking
the Workflow Diagram Link located at the top right of the window.

e Select the HTML or PDF buttons to view or download a preview of the proposal.

e The system will check the project, statement and objectives to ensure that all required
fields are complete. If all of the required fields are complete, the status will display as
“valid”. If the status is invalid, an error message will display. This message will disappear
once the error has been fixed.
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Project Statement Workflow: NV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC)

|'-Propusal G Workflow Transition Log

Current Project Statement Workflow Status: In Progress Workflow Diagram
This Project Proposal is In Progress. The details and objectives can be edited.

Project n:. NV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC) Invalid
l Project must be Active

Statement NV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC) Valid

Objectives SMART Valid

3. To submit the project for review, select Submit Project Proposal for Review and click the Apply
Transition button in the “Available Workflow Transitions” box at the bottom of the window.

Project Statement Workflow: NV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC) x

Proposal Workflow ) rkflow Transition Log
Current Project Statement Workflow Status: In Progress Workflow Diagram
This Project Proposal is In Progress. The details and objectives can be edited.
Preview Project Proposal m
Project ¥4 NV-Eagle Valley Reservoir Boating Access Project (FY 2015 YRC) Valid
Statement NV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC) Valid
Objectives SMART Valid

r.tvu.v.ailahle Workflow Transitions
mp Submit Project Proposal for Review @
Apply Transition

4. The status at the top of the window will display as “Proposal Pending Review”. The federal

reviewer is responsible for completing the review. He/she will then select “Approve Proposal” or
“Do Not Approve Proposal” and click Apply Transition.

Note: The system does not currently send automatic notifications, so you will need to follow-up
with the reviewer to let them know when the project is pending their review. Likewise, the
federal reviewer should contact the editor to let them know if the project is approved or not
and if any revisions are needed.
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Project Statement Workflow: NV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC) x
Proposal Workflow R4 GTESiATREETE TN ET

Current Project Statement Workflow Status: Proposal Pending Review Workflow Diagram
This Project Proposal is Pending Review. The details and objectives can not be edited. A PDF is available for download.

View Project Proposal m

Project 2% MV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC) Valid
Statement NV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC) valid
Objectives SMART valid

Available Workflow Transitions

B Approve Proposal @
<m Do Not Approve Proposal @

« 0K

5. Once the project proposal has been approved, it will display with the status “Reviewed Ready
for Reporting” at the top of the window. The Proposal can be viewed or downloaded by
selecting the PDF button. (Note: The HTML preview is no longer available).

Project Statement Workflow: N\- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC)

Current Project Statement Workflow Status: Reviewed; Ready For Reporting Workflow Diagram

This Project Proposal is Reviewed; Ready for Reporting. The details and objectives can not be edited. A PDF is available for
download.

View Project Proposal m

6. If the data needs to be edited after the proposal has been approved, contact the federal
reviewer to rescind approval. The federal reviewer can select “Rescind Approval and Set to In
Progress” (and click Apply Transition) which allows the state editor to make any changes and
submit the project for approval again. The other option is to select “Rescind Approval and Set
to Statement Pending Review” which allows the federal reviewer to make changes.
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Project Statement Workflow: NV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC) x

Proposal Workflow [RLVGTGTRTENE LN

download.

Current Project Statement Workflow Status: Reviewed; Ready For Reporting

Workflow Diagram
This Preject Proposal is Reviewed; Ready for Reporting. The details and objectives can not be edited. A PDF is available for

Project
Statement

Objectives

View Project Proposal m

¥Z¢ NV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC)

NV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC)
SMART

Valid
Valid
Valid

Available Workflow Transitions

< Rescind Approval and Set to In Progress @
- Rescind Approval and Set to Statement Pending Review @

+ 0K

7. Click the Workflow Transition Log Tab to view a log of executed workflow actions.
Project Statement Workflow: NV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC)

(elsasssaliterkligu Workfow Transition Log |

Transition | Timestamp I Person
Submit Project Proposal for Review Mon Oct 5 10:05:04 GMT-0600 2015 Yonah Cohen
Approve Proposal Mon Oct 5 10:08:28 GMT-0600 2015 Evan Lockwood

8. Click the OK button to close the Workflow form. The Guided Process Tool will display the
current status of the proposal. To download a PDF, click View Project Proposal(s).

LYW uitarife

Status: Active

s
$ § Guided Process Tool
.

Project: #60565237 -- AR - Arkansas Sport Fish and Wildlife Coordination and Administration (FW-1-60)

Tasks

‘ Generate Project(s) Proposal

1. Enter Project Data

2. Enter Project Statements

3. Generate Project(s) Proposal

4. Associate Funding Source

Statement: #60565255 - Approved Statement: AR - SFR/WR Coordination and Administration
Funding Source:
Workflow Status: WSFR Reviewed; Ready for Reporting

05 workflow

[ES) View Project(s) Proposal
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Lesson 7: Associating a Funding Source

This chapter will demonstrate how to associate a funding source to your project in TRACS. The funding
source is the grant award that is linked to your project and is required for reporting purposes.
Associating a grant funding source to a project statement in TRACS is a WSFR-only function. State
personnel do not need to perform this step.

1. From the Guided Process Tool, click 4. Associate Funding Source link located in the Tasks panel.
Select the View/Edit Funding Source link displayed in the right panel.

LX) uildlife - .
= Guided Process Tool
' TRACS .n‘

Project: #1960299833 - UT Black-Footed Ferret Reintroduction (yonah)
Status: Active

Tasks | | Associate Funding Source
1. Enter Project Data Statement: #1960233834 — Approved Statement: UT Black-Footed Ferret Reintroduction in Utah (Co-Op)
(F14APOD388/E-5-14)
2. Enter Project Statements Funding Source:
Workflow Status: WSFR Reviewed; Ready for Reporting
3. Generate Project(s) Proposal [ View/Edit Funding Source

4. Associate Funding Source
5. Enter Action Data

6. Enter Estimated Cost

2. Select the Find Grant button (upper right).
Project Statement#60250478 Funding Source

Selected Grant: Mo Grant Selected m
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3. The search form displays. In the Search box, enter part of the funding source name, SAP/PO
Number, description or TRACS ID. Click Search.

Search for WSFR Grant

| Funding Source Search Criteria |

Search [Eﬂter' part of a funding source name, SAP/PO Number, description or TRACS ID. J

e Optional: Click the Advanced Search button in the lower right to add additional search
parameters.

9x

' Funding Source Search Criteria

Award Number [Errter full or porfial award number

Description [E nter part of description text

Grant Program [ Select grant program

State [ Select recipient state | hd |

Min: [ J Max: [

Start: |:| End: |:|
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4. Click the desired funding source from the results list. If the desired award is not found, click
the New Search button to modify your search parameters and search again. Click Select when
the award is highlighted in blue.

Search for WSFR Grant 9 x

‘ Funding Source Search Results ‘

F124P01229 $35,206.00 | 4|
Amendment: 1

Start: 05/01/2013 End: 09/30/2014

WI- E-30-R-1 - STATUS OF SNUFFBOX MUSSEL IN THE WOLF RIVER S

FOGAPD0041 5$183,613.00
Amendment: 4

Start: 07/01/2006 End: 06/30/2011

AZ-E-33-1 ARIZONA-NEW MEXICO, MEXICAN WOLF REINTRODUCTION

State: Arizona

F11AP00452 $100,000.00
Amendment: 0-BASE

start: 08/01/2011 End: 12/31/2012

WA-E-1-106 GRAY WOLF RECOVERY

F11APD0452 $100,000.00
Amendment: 0-BASE

Start: 08/01/2011 End: 12/31/2012

'WA-E-1-106 GRAY WOLF RECOVERY

FOGAPOOO4L $189,613.00
Amendment: 4

start: 07/01/2006 End: 06/30/2011

AZ-E-33-1 ARIZONA-NEW MEXICO, MEXICAN WOLF REINTRODUCTION

F12AP01229 535,206.00
Amendment: 1 —

[ seiect )| + ewsearch J % Cance |

5. The Project Statement Funding Source form is displayed.
e Enter the Est. WSFR Non-Federal Match dollar amount.
e The Funding Source form data is shared by all Project Statements that utilize the
selected funding source. Edits have the potential to impact other Projects.

Project Statement#1960299834 Funding Source x

Selected Grant: FOGAPO0DAL [ Q Find Grant | X Clear Grant
/Pmperﬁes-\ Grantees and Grantors ~ Subgrantees = Third-parties Contacts Comments

POfAward Number  FOBAPOD041

Funding Source Name AZ-E-33-1 ARIZONA-NEW MEXICO, MEXICAN WOLF REINTRODUCTION

Date Range 07/01,/2006 - 06/30/2011

Funding Accounts

Est. WSFR Non-Federal

Code Match

Grant Program Funding Account

Endangered Species - Section 6 - Traditional Grant Program 5941  Endangered Species 189613 0 |34360

6. Click the Grantees and Grantors Tab.
e Select the Grantors and Grantees from the drop down lists by typing the first three
letters of the grantor name and grantee name.
e If no matches exist, select the Request New Agency button.
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7.

8.

Fill out the Subgrantees, Third-parties and comments tabs if applicable.

Click the Sj\ie button and then click Close.

Project Statement#60250478 Funding Source

‘ Selected Grant: F11AF01334

| Pmperties el LR NDESENIGIE Subgrantees  Third-parties  Contacts  Comments
i

‘ Search Grantors | Enter the first 3 letters of the agency.

8] + Reouest vew ronc

Name

| Controls

1.5, Fish and Wildlife Service

@

Search Grantees | Enter the first 3 letters of the agency.

B + requenew gy

| Controls
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Lesson 8: Mapping and Entering Actions

This chapter covers how to map and enter actions in TRACS. An action is any work that is done to
complete a project objective. All reporting is based on the completion of concrete, measurable actions.
The data is important because it demonstrates how the grant funding was used to the public and our
government.

Performance reporting is done primarily through TRACS data fields at the Action level. Performance
reports are created by adding actions that tie to the objectives and indicators set up in the project
statement(s). This is where progress toward meeting objectives is documented in quantitative,
qualitative or narrative fields. Estimated costs are entered at the action level and then the actions are
bundled into the performance report, which is submitted for review/approval (state/federal).

— Objective 1

Project
Statement

Performance
Report

Project

\

Objective 2

Actions address Objective Indicators,
which are tied to the Project Statement

1. Select the Guided Process Tool from the Mapper Toolbar (top of screen).

[~ TR e

2. Enter the project name/number into the Search box and click Search (or use the Advanced
Search).

LX) wildlife

Ao
. ' Guided Process Tool
L 2

Start New Project

| Project Search Criteria |

Search { J
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3. The search results will display.

e Select Zoom to Project to zoom the map to the project location

o Click Apply Feature Filter to filter the
e Click Edit Project to open the Guided

map to only view that project
Process Tool for the selected project

LY uildlife

Start New Project

had
‘ ‘ Guided Process Tool
-

Results Per Page | 10 | - | Sort By | Most Relevant | - ‘

o WY Owl Creek Restoration Project
Score: 2.00
Project Number: 1960280488

Q) Zoom To Project Y Apply Feature Filter

424 Edit Project

[»

4. Click 5. Enter Action Data link in the Tasks panel of the Guided Process Tool. Click the Create

New Action button located in the right panel.

Y0 uildiife

P TRACS

Project: #1960299833 - UT Black-Footed Ferret Reintreduction (yonah)
Status: Active

Ao
‘ ‘ Guided Process Tool
a8

Tasks | ‘

Enter Action Data

1. Enter Project Data + Create New Action

2. Enter Project Statements

3. Generate Project(s) Proposal
4, Asseciate Funding Source

5. Enter Action Data

6. Enter Estimated Cost

5. The Feature Editor window will open on the left. Select the one of the feature drawing or

selection tools for the action (review chapter 2 for general information about the drawing tools).

See the next sub-chapter on how to Copy the

Project Shape as the Action Shape.
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Edstlake

Edit Operations

| Active Record

Project : 215757275- CO - Help Desk Shape Tes... W s

New projects and actions will be added to this ADS S Heights

project. ke
... Clear Active Record

Feature Drawing Tools

l [ Action Area E E

QuebeciPkwy "
Pena Blud = 1

6. Click the Save button in the Feature Editor when the polygon is complete. The Action form will
open.

Action Properties Tab
7. Enter the Action Name
8. Select an Action Status (e.g. Draft, Active, Completed).
e The Draft status is used initially and allows you to save the form at any time.
e Forinterim reports, the actions that will be included must have a status of Active.
e For the final report, all of the actions must have a status of Completed.
9. Enter the Action Start Date and End Date (the "Reporting Fiscal Year" will auto populate based
on the dates)
10. Select an option from the Spatial Data Quality drop down box (select how accurately the action
polygon represents the action)

Action #60250491 Training Students

IO Categories  Contacts  Objectives Addressed  Interim Measures Addressed ~ Habitat ~ Species  Related Actions

Action Name Training Students * @ B

Action Status Completed ﬂ * @ T
Action Start Date * QT
Action End Date * @

Reporting Fiscal Year 2015 @

Spatial Data Quality [ Somewhat Accurate ‘ v| @
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Action Categories Tab
TRACS contains action categories, strategies and activities that are used for "roll-ups" that aggregate
data for national reporting.
11. Select the Category from the drop down list (e.g. Data Collection and Analysis).
e Select the Strategy from the drop down list (e.g. Research, survey or monitoring-fish
and wildlife populations).
e Enter the output associated with the selected Strategy unit (e.g. 20 projects, 1 database,
etc.).
e Select the Activity from the drop down list, if applicable (e.g. Abundance
determination).

Strategy [ Coordination and Administration = *0©

Activity [ rlew

Activity | controls

e Below is another example of the Action Categories Tab with Category, Strategy and Activities
(Activities only required for Boating Access and Aquatic/Hunter
Education)

Action #1960250335 Boat Dock Decking Replacement

‘ Properties ROC T N Contacts ~Objectives Addressed | Interim Measures Addressed jabitat pecies

The Action category and strategy values cannot be changed at this time, since an addressed statement objective was selected based
‘ upon the strategy's output units.

@ Wildlife TRACS Action Levels

Category | Facilities and Areas (Major Renovation [~ *xe®
Strategy | Boating access facilitie: IRARES Number * @ ®

[a]
Activities Quantity  Units

0 Number

Launch ramp 0 Number

Restroom 0 Number

£

m You do not have editing permissions on this record.

Action Contacts Tab

12. Contacts should auto-populate from the project form. Add any missing contacts by clicking Find
or Add Contact.

13. Add partners if applicable from the Search Partner drop down list by typing the first three
letters of the Partner Name (e.g. Arizona Mollusk and Nature Resources).
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Action #1960301854 Unnamed ax

Properties  Categories ¢ NIFlail Objectives Addressed  Interim Measures Addressed ~ Habitat  Species  Related Actions
search contacts PG L L g @

Name Lead Contact? | Controls
a

Yonah Cohen =

search Partner |To search and select:Enter the first 3 letters of the agency or p... |~ | + Request New Agency 7]

Name ‘ Type ‘ Controls

D D

Action Objectives Addressed Tab

14. Select a Project Statement from the drop down list.
e If the narrative objectives were used, click on the Enter Progress button. Fill out the
date reported, results and significant deviation (if applicable), then click Add. NOTE:
Enter Progress can be clicked repeatedly to add more result information for the
narrative objective. Multiple actions may also be created.

Properties Categories Contacts [EelJIJaoIFNLIGITLI Interim Measures Addressed  Habitat  Species  Related Actions

Project Statement [ CO - Statewide Bat Survey Project ‘ = | [7]

=+ Enter Progress

Addressed Objectives @

[ sove J 5 cone

e For a SMART Objective, select the applicable Objective and Indicator from the drop
down lists.



Action #60249832 Definition of Management Units

Properties  Categories  Contacts /ObiecﬁvesAddressed\

Project Statement [ Approved Statement: MN Statewide Wildlife Population Management 2012-2014 | - | 7]
Objective [ Population and Recreation Management | = | [7]
Indicator[ Implementing Management |v| 7]

When the pop-up window appears, complete:

e Date Reported

e Value Reported (use Copy Strategy Value button on right to copy the value originally
entered in the objectives)

e Results: fill out the results (or copy and paste)

e |f an empty box appears on the right, select “True” or “False” from the drop down
(appears with qualitative indicators only and is used to determine if the objective was
completed)

e Click over to the Significant Deviations Tab to add items, if necessary.

e C(Click the Add button to add the progress report.

Project Statement: 1960301821 - CO - Statewide Hunter Education Project (FY 2015)
Funding Source: No Funding Source

Need/Threat: Training Needs
Objective 1-Student Training
Indicator: 25000 Students by 06/30/2015

Date Reported * Value Reported *

[oa/03/2015 | (250000 | students Copy Strategy Value
(o (TR

250000 students completed basic hunter education classes in ZDIS‘

Z0 =D

15. Click the Save button to save the Action form. Click the OK button to confirm.
16. Interim Measures Addressed Tab (optional - see the Interim Measures section)
17. Habitat Tab —fill out if applicable
e Select the Current Broad Habitat from drop down list on the Current Habitat Tab (e.g.
Desert Scrub).
e Select the Desired Broad Habitat from drop down list on the Desired Habitat Tab
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Action #60255283 Student Training

| Properties ' Categories  Contacts  Objectives Addressed _ Interim Measures Addressed (ISl species * Related Actions |
[eTCLIGETE ) Desired Habitat

| @ The system could not auto-detect hahitat types.

Select Habitat From () Detected Habitats
® All Habitats

Current Broad Habitat [ Level 1 I
|

[ Level2

Selected Habitat

|z e

18. Species Tab — fill out if applicable

e Inthe Directly or Indirectly Benefitted Species sections click Select Species. Search for

the species and add by clicking the plus sign.

Action #60255283 Student Training @ x

Properties  Categories Contacts  Objectives Addressed ~ Interim Measures Addressed = Habitat 723

Species Directly Benefited I EERAEET

Common Name | Scientific Name ‘ Status

Species Indirectly Benefited T2/Su & 211

Common Name | Scientific Name Status

19. Related Actions Tab —fill out if applicable to display relationships with parent or related actions.

20. Click Save and Close to return to the Guided Process Tool.

21. Use the buttons on the right to view, edit, delete or attach attachments to the action.
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LY wildiife
AP TRACS

s
. . Guided Process Tool
-«

Project: #1960282898 -- WA - Trout Hatchery Stocking and Operations - Multi Year Project FY 2014-2016 (WD123456)

Status: Active

Tasks

Enter Action Data

1. Enter Project Data

2. Enter Project Statements

3. Generate Project(s) Proposal
4. Associate Funding Source

5. Enter Action Data

6. Enter Estimated Cost

7. Submit Performance Report

(Create New Action

Action: #1960283050 — Unnamed
Start: 11/13/2014 End:

Q Zoom to Action Location

# Edit Action Location

[ View/Edit Action Properties

[ View/Edit Interim Measures (0]

[1 view/Upload Action Attachments (0]
5] View Action Summary Report

4 Delete Action
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Copying the Project Shape as the Action Shape

IMPORTANT NOTE: The "copy shape as action" option is only available for custom shapes (drawn or
imported by the user). It is not available for "shared shapes" such as a statewide boundary; instead use
the Geopicker tool to create the action shape. Note: the action shape should match the project
boundary or be within the project boundary.

Tip: Make sure the project shape is accurate before copying it as the action shape. If any changes are
made to the project shape after copying it as the action shape, those changes will need to be made to
the action shape as well.

1. Prior to creating the action, search for the project using the Guided Process Tool and select Zoom to
Project and Apply Feature Filter below the project name.

K4
. ’ Guided Process Tool
Ee -

Start New Project

Results Per Page Sort By [ Relevancy I v]

o Project for Help Desk YRC
Score: 8.22
Project Number: 60370585

Q, ZoomToProject 'Y Apply FeatureFilter 2 Edit Project

2. Click Edit Project to open the Guided Process Tool, then click 5. Enter Action Data link in
the Tasks panel of the Guided Process Tool.

3. Click the Create New Action button located in the right panel.

56




." Guided P Tool
TRACS S uiae rocess 100

Project: #1960299833 - UT Black-Footed Ferret Reintroduction (yonah)
Status: Active

I Tasks I I Enter Action Data ]
1. Enter Project Data + Create New Action

2. Enter Project Statements

3. Generate Project(s) Proposal

4. Associate Funding Source

5. Enter Action Data

6. Enter Estimated Cost

3. The Feature Editor window will open on the left and the project shape will display in blue on the
right.

Broomfield

Edit Operations 22 . 2 . 4,
&= Y.

3 % 4 Hazeltingly
Active Record 5 Heights
Project : 215757275- CO - Help Desk Sensitive... g

New projects and actions will be added to this
project.

0 Clear Active Record

Feature Drawing Tools

Note: If you have one or more actions already created for this project, the action shape(s) will display in
green on the mapper and may hide the project shape below it.

If you do not see the blue project shape (or the green action shape is the only shape visible): Open

the Layer Manager dock on the right side of the screen by clicking on the arrow icon m (note the dock
may already be open). Select the TRACS tab and click on the plus sign to expand the TRACS data menu.
Then uncheck the box for "Actions".
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roject : 215757275- CO - Help Desk Sensitive.
B | New projects and actions will be added to this ||
project.

 Clear Active Record

Feature Drawing Tools

J
D B @ BB

4. To copy the project shape as the action shape, click on or in the blue project boundary. The orange
feature frame box will open. Click on the arrow in the upper left and select Project Shape and Copy
Shape as Action. (Note: If the only option is "Guided Process Tool" then this is a shared shape and
cannot be copied. Instead, use the drawing tools to create or select the shape.)

e **|f the project was marked as sensitive, make sure to select Show Sensitive Shape BEFORE
clicking Copy Shape as Action in order to copy the real shape not the buffered shape! This is
especially important for validating acreage for land records.

Evergreen

Conirer

Apply Feature Filter

Project Shape

Project Forms
Project Copy

Delete Project

Guided Process Tool Show Sensitive Shape

Copy Shape as Action

5. The green action shape will display. Click Save in the upper left. The Action Form will open. (Return to
the previous chapter 8. Mapping and Entering Actions for additional steps to complete the action form).
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Edit Operations

3 e

I Selection Tools

@ Lasso | v

Shape Editing Tools

@8 Add Ring % Delete Ring

3o Buffer

\("\9 Generalize

= Move oL CropTo Parent

.

Golorado Blvd

74 Haz
H

»
eltinels

Pena Blvd =
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Lesson 9: Entering Estimated Costs

This chapter covers how to enter the estimated costs for the actions in your project. Estimated costs are
required in TRACS for public reporting purposes only and not for auditing purposes.

1. Click 6. Enter Estimated Cost link located in the Tasks panel of the Guided Process Tool. Click
the Edit Project Estimated Cost link located in the right panel.

LY wildiife

Project: #60250476 — MJA - Nevada Hunter Ed project
Status: Active

Tasks | |

E\j View/Edit Project Estimated Cost

1. Enter Project Data

2. Enter Project Statements

3. Generate Project(s) Proposal
4, Associate Funding Source

5. Enter Action Data

6. Enter Estimated Cost

7. Submit Performance Report

2. The estimated costs table appears. Estimates are entered here by action. It is important to keep
in mind that these are estimates only and are NOT AUDITABLE. Auditable fiscal records are kept
in FBMS.

e If the project has more than one funding source, enter the estimates for each funding
source by selecting them from the Funding Source drop down.

e The grant program will appear as a tab in the Action Cost section. If there are multiple
grant programs funding the project, they will appear as separate tabs that will need to
be filled out.

e The WSFR Funds and Non-WSFR Funds will appear in the top of the box.

e Use the Show box (right side) to view all actions or select a specific action from the
menu.

Estimated Cost: Project - HI - Statewide Boating Access {2013-2015) YONAH COHEN

Select Funding Source: [ FO3AF00009 | = \

P S Y
[ Action Cost |

1 Boating Access (Marine) |

WSFR Funds: $206,695 WSFR Estimate: o [ Use Percentages

Non-WSFR Funds: 510,800 Non-WSFR Estimate: 50 [Tt it

Show [ Show All | - ‘

60



3. For each action (blue line), enter the estimated cost breakdown of Est. WSFR Federal
Cost and Est. Non Federal Match applied to that action at the Category level.
e (Cost estimates breakdowns at the Strategy and Activity levels (sections in green) are
optional but should be entered if available for more detailed reporting.
e To apportion costs evenly between all actions and Category, Strategy and Activity
levels, click the Split Proportionately button and click Split. (Note: There is no undo
button, so incorrect amounts will need to be updated manually).

Split Proportionately?

Are you sure? Splitting funds proportionately will
replace the current estimated cost values for all
Actions, including Category, Strategy, and
Activity values.

split | [ cancel

e To use custom percentages, check the Use Percentages button. A small box will appear

to right of the amounts to enter a percentage.

Estimated Cost: Project - HI - Statewide Boating Access (2013-2015) YONAH COHEN

Select Funding Source: [ FO3ARDOO09

i Action Eustw

OB FEETTETE M Boating Access [Marin eﬂ

WSFR Funds: 5206,695 WSFR Estimate: $165,356 Y] Use Percentages <how
Non-WSFR Funds: 510,200 Non-WSFR Estimate: S8,640 split Proportionately
Action #1960289546 - Installed fish cleaning stations

Est. WSFR Federal Cost | 165356 | [an ] * @

Est. Non-Federal Match [Sc‘-‘t J [E-D ] * @ [] overmatch?

4. After entering the costs for all actions, click the Save button to save the Estimated Costs form.

5. Click the Close button.
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Lesson 10: Submitting the Final
Performance Report

This chapter covers how to submit the final performance report and send it through the approval
process. Performance reporting is required to comply with federal laws and regulations. It also allows
you to share your project accomplishments with the public, government agencies and grant
stakeholders.

Please note that this workflow only allows you to generate the FINAL report. If you need to generate
an Interim Report, go to the Workflow Manager (for more information view Chapter 20 Workflow

Manager).

1. Open the Guided Process Tool for the project. On the left side, select 7: Submit Performance
Report. From the right panel, select Submit Performance Report.
e Tip: To generate the final report, all actions should have a status of "Completed".

. -
meldnfe ¢ § Guided Process Tool
. -

Project: #1960359882 - NV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC)
Status: Active

Tasks ‘ ‘ Submit Performance Report
1. Enter Project Data Statement: #1960359884 — Approved Statement: NV- Eagle Valley Reservoir Boating Access Project (FY 2015
2. Enter Project Statements Award Number: F12AF00067
Performance Workflow Status: In Progress
3. Generate Project(s) Proposal [ Submit Performance Report

4. Associate Funding Source
5. Enter Action Data
6. Enter Estimated Cost

7. Submit Performance Report
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2. The current Performance Workflow Status box will display the current status starting as In
Progress.
e You can view a small version of the Workflow Diagram by clicking the Workflow
Diagram Link located at the top right of the window.
e Select the HTML or PDF buttons to view or download a preview of the final report.

Performance Workflow: Funding Source #60008715 FO9ARI0163

Current Performance Workflow Status: In Progress Workflow Diagram

This Funding Source is In Progress. Actions can be created to address the objectives of the Project Proposal. Interim reports for
| standard periods of performance can be viewed at any time. The Funding Source will be set to Final Report Due when the End
Date is reached.

View All Addressed Objectives
Preview Final Report m m

3. Click the View All Addressed Objectives to view the addressed objectives. This is a good place to
double check that everything is valid and ready for the final report.
e Select an objective to view validation information in the lower half of the screen.
e Errors will appear in red and will need to be fixed prior to proceeding. Warnings appear
in yellow and do not have to be fixed prior to proceeding.
e C(Click Done to close the window.

View Addressed Objectives x

Funding Source: FOSAFDO163
Period of Performance: All Periods of Performance  Addressed Objectives: 2

1D | Objective | Reported Value | Reported Date | Action | Action Sta... | Valid?
1 Renovate four boat docks at 4.0 10/05/2016 Boat Dock Renovations  Active Valid
Eagle Valley Reservoir by March
30, 2016.
2 Provide administrative support true 10/05/2016 Administrative Support  Active valid

for the boat dock renovations at
Eagle Valley Reservoir to be
completed by Oct 5 2016,

Project 428 NV-Eagle Valley Reservoir Boating Access Project (FY 2015 YRC) Vvalid =l
Statement NV-Eagle Valley Reservoir Boating Access Project (FY 2015 YRC) Valid
Action Boat Dock Renovations Valid
Action Fed Est. Cost 530,000 Valid

Action Non-Fed Est. 50 I~
Cost

Objective ID 1 valid
Objective Renovate four boat docks at Eagle Valley Reservoir by March 30, 2016. valid L
) v

4. When the final report is due, select Set Final Report Due and then click Apply Transition. (Keep
in mind that Interim Reports are not generated on this window. Go to the Workflow Manager to
generate an interim report (see Chapter 20 for more information).
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Performance Workflow: Funding Source #60008715 F09AF00163 x
Performance Workflow [0 GIUVRE =TGR ET

Current Performance Workflow Status: In Progress Workflow Diagram

This Funding Seurce is In Progress. Actions can be created to address the objectives of the Project Proposal. Interim reports for
standard perieds of perfermance can be viewed at any time. The Funding Source will be set to Final Report Due when the End
Date is reached.

View All Addressed Objectives
Preview Final Report m m

Available Workflow Transitions
) Set toFinal Report Due @

It is important to note that after you submit your final report for review and approval, you will not be
able to change much of your core data, so be sure to double-check your work.

5.

Once the report has been set to Final Report Due, the status will display at the top of the
window.

Performance Workflow: Funding Source #60008715 FO9AFD0163

Current Performance Workflow Status: Final Report Due Workflow Diagram

This Finding Source has reached the End Date and a Final Report is due. Actions can be created to address the objectives of the
Project Proposal and should be finalized before submission. When ready, the Final Report for this Funding Source should be
submitted for review

In the Available Workflow Actions box (lower half of the screen), you have the option to select
Return to In Progress if the final report is not yet due. When the final report is ready for
submission, select Submit Final Report for Review and click Apply Transition.
e Note: Any warnings (in yellow) or error messages (in red) will appear at the top of the
screen. Warnings, such as the one displayed below, are informational and may not
require any changes.
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Performance Workflow: Funding Source #60008715 FO9AFD0163

Performance Workflow [5G TR EET R R T

Current Performance Workflow Status: Final Report Due Workflow Diagram

This Finding Source has reached the End Date and a Final Report is due. Actions can be created to address the objectives of the
Project Proposal and should be finalized before submission. When ready, the Final Report for this Funding Source should be
submitted for review

Before submitting a final report, please ensure that all the desired addressed objectives are entered.

View All Addressed Objectives
Preview Final Report m m

Available Workflow Transitions

<@ ReturntoIn Progress @

wp Submit Final Report for Review @

+ OK

9. The status at the top of the window will display as “Final Report Pending Review”. The federal
reviewer is responsible for completing the review. He/she will then select “Approve Final
Report” or “Do Not Approve Final Report” and click Apply Transition.

Current Performance Workflow Status: Final Report Pending WSFR Review Waorkflow Diagram

The Final Report for this Funding Source has been submitted and is ready for review. All associated performance data is locked and
can not be edited. A PDF of the Final Report is available for download.

View All Addressed Objectives
View Final Report m

Available Workflow Transitions

mp Approve Final Report @
< Do Not Approve Final Report @

v 0K

Note: The system does not currently send automatic notifications, so you will need to follow-up
with the reviewer to let them know when the final report is pending their review. Likewise, the
federal reviewer should contact the editor to let them know if the final report is approved or not

and if any revisions are needed.
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10. Once the final report has been approved, it will display with the status “Final Report Approved”
at the top of the window. The final report can be viewed or downloaded by selecting the PDF
button. (Note: The HTML preview is no longer available).

Performance Workflow: Funding Source #60008715 F09AFRD0163 x
Performance Workflow [T TR e GLR G
current Performance Workflow Status: Final Report Approved by WSFR Workflow Diagram

The Final Report for this Funding Source is approved. All associated performance data is locked and can no longer be edited unless
approval is rescinded.

View All Addressed Objectives
View Final Report m

Available Workflow Transitions

< Rescind Approval and Set to Final Report Due @
<@ Rescind Approval and Set to Final Report Pending Review @

" 0K

11. If the data needs to be edited after the final report has been approved, contact the federal
reviewer to rescind approval. The federal reviewer can select “Rescind Approval and Set to
Final Report Due” (and click Apply Transition) which allows the state editor to make any
changes and submit the project for approval again. The other option is to select “Rescind
Approval and Set to Final Report Pending Review” which allows the federal reviewer to make
changes.

12. Click the Workflow Transition Log Tab to view a log of executed workflow actions.
Performance Workflow: Funding Source #60008715 FO9AF00163

 performance Workflow '- Workflow Transition Log |

Transition Timestamp Person

Set to Final Report Due Mon Oct 5 11:29:21 GMT-0600 2015 Yonah Cohen
Submit Final Report for Review Mon Oct 5 11:58:26 GMT-0600 2015 Yonah Cohen
Approve Final Report Mon Oct 5 12:05:13 GMT-0600 2015 Evan Lockwood

13. Click the OK button to close the Workflow form. Note: The status of the workflow displayed on
the Guided Process Tool will not update until you close and re-open the window.

14. Once the status is Final Report Approved, the user who created the project will need to go back

into the Guided Process Tool to mark the project as “complete”. From the Guided Process Tool,
select 1 Project Data on the left side. Then select View/Edit Project Properties on the right side.

66



6.

Project: #1960280488 -- WY Owl Creek Restoration Project
Status: Active

Tasks | |
1. Enter Project Data Q, Zoom to Project Location
# Edit Project Location
2. Enter Project Statements
[ view/edit Project Properties
3. Generate Project(s) Proposal L[ view/Upload Project Attachments (0)
4, Associate Funding Source EJ View Project Summary Report

EP Copy Project
S. Enter Action Data

6. Enter Estimated Cost

In the Project Status box, select Completed. Then click Save and Close.

Project ﬂ196039882 NV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC) x
|' LT ) Categories Contacts = Description Related Projects ~ Groups

Project Name | M- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC) IELE:

Primary Agency l Mevada Department of Conservation and Natural Resources [v] *@ T

+ Request New Agency

Project Status

Project Start Date

Project End Date

Project Website |@ =

Is Project Sensitive? L] @

[+ sove ) % cone
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Lesson 11a: Advanced Mapper Tools

This chapter will cover some additional mapper tools and navigation tips that are not covered in the
TRACS Basic Course (chapters 1-10). This includes all of the methods to navigate the mapper toolbar,
navigation toolbar and the feature editor.

Navigation Toolbar

While most people use the mouse and scroll wheel to navigate the mapper, the navigation toolbar
offers some additional alternatives that may be helpful when you are working on a computer without a
mouse or scroll wheel, such as a laptop in the field.

The Navigation Toolbar is translucent and appears when you hover over it. It is located in the upper left
hand corner of the mapper.

Click on the blue arrow wheel to move the map (click on an arrow to move the map in that direction or
click between the arrows to move diagonally). Move the sliding scale (on the left) up and down to zoom
the map in and out.

The buttons on the right are listed below with a brief description:

e Pan mode (hand icon) allows end-users the ability to grab and move the map
in any direction by left clicking on the map.

e Zoom In (magnifying glass with plus sign) allows end-users to zoom in on a
particular map area by drawing a box.

e Zoom Out (magnifying glass with minus sign) allows end-users to zoom out
on the map by drawing a box.

e Show Map Scale (1:X icon) allows end-users to toggle the map scale located at
the center bottom of the basemap.

e Show Mouse Coordinates (arrow icon) displays the latitude/longitude at the
end-user's mouse cursor location.

e Show Overview Map (map icon) allows end-users to view a world street map
superimposed on the current basemap. This is useful for determining street

location when viewing satellite imagery.
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Mapper Toolbar

The TRACS Mapper allows end-users to view and manage project data in a geographic context. The data
created in the Mapper identifies the specific geographic location of Plans, Projects, and Actions. By
default, blue project points appear first on the mapper and boundaries appear at a closer zoom scale.

|(- C' | @ https://tracs.fws.gov/training/data_tracs/dt/mapper < = [
m I & 2 & Training o ® @ Q | earch Locati

5

| Manirosa

b

Bamsh CoLumeia’ § "33 SASKATCHEWAN |

3.
The
s

NoaH Daxora |

MiNNesoTA]

i A

‘ort-au-Prince ", .St John's
Basseterre

The toolbar located in the top middle of the Mapper is referred to as the Mapper Toolbar. The toolbar is
dimmed by default until the mouse cursor hovers over it.

The components of the Mapper Toolbar are listed below with a brief description.
m The home button returns end-users to the TRACS Dashboard.

e The globe icon displays a list of Available Basemaps in TRACS. The Bing Hybrid map is
visible by default. Basemaps are used to display specific location by features and characteristics. For
example, a road basemap reflects the features (small-scale) and characteristics of roads for a specific
location. A topographic basemap reflects the features (large-scale) and characteristics present at a
specific geographic location (e.g. elevation).
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e
Available Basemaps

Bing Hybrid Map Bing Aerial Map Bing Road Map
3 ) 3 d t A K

= iul' et
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Lakewood Towne o
Center Filbert®
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™ Default

ESRI Satellite Map ESRI Street Map ESRI Topographic Map

{ Lakewood
‘ Towne
Center

Clover Park

Lani S8 S

ESRI Shaded Relief National Geographic
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2
Help Desk. End-users can submit a help desk request to the TRACS support team.

S Logs out of TRACS and end the current session
"

™ ——

Guided Process Tool guides an end-user through the data entry workflow.

= |
— Identify Visible Map Features allows end-users to view summary information for map
features that are visible on the map.

“Toggle Map Navigation allows end-users to lock the basemap so it does not move when using the
cursor to draw a feature.

"‘-| Reverse Geocode allows end-users to obtain geographic coordinates and street address for a
specific location.

:‘ &) Search Location

Search Location allows end-users to search for specific geospatial
location by street, address, latitude / longitude, survey data, street address, county, state, etc.
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o Clicking on the globe icon (within the search bar) allows users to enter more
detailed search criteria by U.S. Address, Latitude/Longitude, UTM or PLSS.

| @ Search Location

[ U.5. Address | & Lat/Long | B utm

Address 1 |

Address 2 |

City

Zip

Feature Editor (left side dock)

The components of the Feature Editor Dock are listed below with a brief description:

e Restore Dock opens and minimizes the Feature Editor and Feature Explorer tools.

e Feature Editor allows end-users to create and edit Plans, Projects, and Actions.

e Feature Explorer allows end-users to navigate, browse, and edit data including Plans, Projects,
and Actions.

e Feature Search allows end-users to search for existing Plans, Project, or Actions. Searches can
be performed using the feature name or ID number.

Tips:
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Click on a plan, project or action on the map to open the Feature Explorer window on the left
with a list of project(s) associated with that polygon. If a shared shape (such as the statewide
boundary) was selected, all projects with that shape will display.

o Click on the plus sign to open an individual form or click on the Guided Process Tool icon
to open the entire project.

1

[ ” feature Explorer

Project Stnucture

O

Feature Summary

Delete Feature
Guded Process Tool
Swmmary Report
Apply Festure Fite

Settings

Global Semings.

About Adobe Flash Player 17

00334
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Lesson 11b: Using Layers and Filters

This chapter will cover the layer manager and filters which can be used to customize your view in the
mapper. The term layer refers to the information that can be overlayed onto the map (such as blue
project points); whereas filters allow you to specify what project data you want to see on the map (such
as the projects in your group).

These tools can be accessed by opening the Layer Manager (right side dock).

The components of the Layer Manager toolbar are listed below with a brief description:

o Restore Dock opens or closes the dock.

o Layer Manager allows end-users to control filters and the visibility of reference layers
(e.g. external datasets and TRACS features) on the Mapper.

o Bookmarks allow end-users to bookmark geographic locations for quick reference in the

future (e.g. project location, region, state, county). Bookmarks are specific to an individual user
account.

o Map Legend allows end-users to view symbology and labels for reference layers and
TRACS features. Specific colors and shapes are used to identify items of interest (e.g. habitat

types).

Please go the next subchapter for more information.
e Adding Map Layers

e Managing Filters
e Managing Bookmarks
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Adding Map Layers

TRACS Layers

The first tab in the Layer Manager dock (right side) is the TRACS tab. TRACS Data is the default source

layer.

Click on the 4 next to TRACS Data to expand the section. Check or uncheck (toggle click) the boxes to
view Plans, Plan Points, Projects, Project Points, Actions and/or Action Points. If a box appears in grey, it

is not visible at the current scale.

L4
MONTANA

Helena) i@ =

:
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San Francisco

v ie
. _Sa-‘. Jos®) .
L

CALIFORNIA "Sanora

Hermosillo: |

Ciudad
.Obregon

T Basa CHIHUAHUA
CALIFORNIA
SUr

| — Ss— O | [ 1]
b,298

[ — e— | 111§ 7Y

[ e = Sheridan

Layer Manage®
»

BITRR riters  Referenc

Layer Visibility

= [¥] TracsData
Plans
Plan Points
Projects
Project Points
Actions

Action Points

M Tamauupas
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Reference Layers

Reference layers can assist with creating features like Plans, Projects, and Actions. Click the Reference
tab. Click the (+) sign using the left button on your mouse to expand available layers. For example, to
view state boundaries, check the box by U.S. States and click the + sign to select States.

Layer Manager

o Y o
|' | Reference |

Theme: | All

= [ U.S. States (ESRI)
[ states

[ ] Bailey Ecoregions

[l Congressional Districts [112th)
[] BLM Land

[ ] Public Land Survey System (PL5S)

Reference Layers List

U.S. States State boundaries from ESRI (Environmental System Research Institute)
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(ESRI)

Bailey Ecoregions are ecosystems of regional extent. Bailey's ecoregions distinguish areas that share
Ecoregions common climatic and vegetation characteristics. http://nationalatlas.gov/mld/ecoregp.html
Congressional | Displays congressional districts for the 112th United States Congress, symbolized by the political
Districts party of the district’s representative (Democrat blue, Republican red).

(112")

BLM Land Displays Bureau of Land Management areas including National Conservation Areas, National
Monuments, Wilderness Areas, Lands, Lands Dissolved and Bankhead Jones (farm tenant
purchase program).

Public Land The Public Land Survey System (PLSS) is a way of subdividing and describing land in the United

Survey States. All lands in the public domain are subject to subdivision by this rectangular system

System (PLSS)

of surveys, which is regulated by the U.S. Department of the Interior, Bureau of Land
Management (BLM). It encompasses major portions of the land area of 30 southern and western
States. The PLSS typically divides land into 6-mile-square townships, which is the level of
information included in the National Atlas. Townships are subdivided into 36 one-mile-square
sections. Sections can be further subdivided into quarter sections, quarter-quarter sections,

or irregular government lots. http://www.nationalatlas.gov/articles/boundaries/a plss.html

FWS Datasets that depict USFWS approved acquisition boundaries and managed lands. National

Cadastral Wildlife Refuges (>3M), Wetland Management Districts, Naitonal Wildlife Refuges (<3M),

Dataset Waterfowl Production Areas.

FWS Joint Displays boundaries and names for FWS Joint Ventures (i.e. partnerships of agencies,

Ventures organizations, corporations, tribes, or individuals that conserve habitat for priority bird species,
other wildlife, and people). http://www.fws.gov/birdhabitat/JointVentures/index.shtm

FWS LCCs are areas that designate applied conservation science partnerships with States, Tribes,

Landscape Federal agencies, non-governmental organizations, universities and other

Conservation | groups. http://www.fws.gov/landscape-conservation/lcc.html

Co-op (LCC)

FWS Regions | Displays the boundaries for the 8 regions and D.C. headquarters for the U.S. Fish and Wildlife
Service.

FWS Refuges | Displays FWS Wildlife Refuge locations, labels and boundaries.

National The National Hydrography Dataset (NHD) and Watershed Boundary Dataset (WBD) are used to

Hydrography | portray surface water on The National Map. The NHD represents the drainage network with

Dataset features such as rivers, streams, canals, lakes, ponds, coastline, dams, and streamgages. The WBD
represents drainage basins as enclosed areas in eight different size categories by HU (Hydrologic
Unit). http://nhd.usgs.gov

NatureServe Displays Endangered Species counts by status, county, and/or watershed. NatureServe represents

Endangered a network of independent centers that collect and analyze data about the plants, animals, and

Species ecological communities of the Western

Hemisphere. http://explorer.natureserve.org/statusus.htm

Nature Serve
Habitat Types

Displays Habitat Types defined by NatureServe.

Soil Survey
(SSURGO)

The SSURGO database contains information about soil as collected by the National Cooperative
Soil Survey over the course of a

century. http://www.nrcs.usda.gov/wps/portal/nrcs/detail/soils/survey/?cid=nrcs142p2 053627
7

Alaska (GINA)

Geographic Information Network of Alaska (GINA) Best Data Layer (BDL) developed by the
University of Alaska. The GINA layers include rivers, wetlands, hydrologic units, statewide parcels
and Kenai parcels. http://www.gina.alaska.edu

TRACS Data

The default layer displays projects, project points and actions, but can also include plans, plan
points and action points.
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Organize Layers

Click the Organize Tab to arrange layer order (drag and drop to rearrange) and modify layer
transparency with the sliding bar. Layers on the map are less opaque as the transparency increases.
Slide right for more translucent or left for more opaque/visible. Repeat the process to display additional
reference layers.

Layer Manager

|/ Y -\| Organize |

[ show Only Visible Layers

‘ L.S. States (ESRI)
o

¥

U Tracs Data

Map Legend
Click the Map Legend button from the Right Toolbar.

Use the Legend Tool to determine what the shaded colors represent (will only display if layers have
been added).

Map Legend
U.S. States (ESRI)

O

' NatureServe Habitat Types
TRACS1

[:I Agricultural

[[] Arcricanp AtpiNe

|:| BARREN/SPARSE VEGETATION

DESERT SCRUB
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Managing Filters

The second tab in the Layer Manager dock (right side) is the Filters tab. This tab allows users to manage

and create new filters.

e The Enable Automatic Scale Filter (checked by default) is used to hide shapes that are either too
small or too large to fit inside the current map window.
e The system filters include Active Projects in My Group(s) (the system default filter) and Projects

in My Group(s).

e The New Filter button allows users to create a new filter.
e The Manage Filters button allows users to manage filters, including selecting active and default

filters.

Layer Manager

Filters [( ference  Or;

Shape Filters

[¥] Enable Automatic Map Scale Filter e

Data Filters

+ Newrier

@ Active Projects In My Groupis)
[Default]

Projects in My Groupis)

Create a New Filter

1. Select the New Filter button

<+ MNew Filter

to open the Filter Editor window.
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2. On the Properties tab, enter a name for the filter. A description is optional.

Filter Editor

S Yy
Properties m

Name [Alaska Active Projects

Description |All active projects in the state of Alaska

m Changes Made Filter is invalid. Filters must have a name, a match type and one or more valid rulg

3. Select the Rules tab. In the Match box, select the rule to match all or any. Click Add Rule.

Filter Editor

| of the following rules <+ Add Rule

4. Select the filter category from the first box, the rule from the second box and the filter value

from the third box. Click Add Rule to add another rule or click “€ to remove the rule. Then
click Save and Close.
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Filter Editor

wis |

Match [ all v] of the following rules + Add Rule
[ u.s. state [~] [is [ ] [ Alaska |~ €3

[ecsions 1) (] <
Is
1S not
is one of
is not one of

A3 m Changes Made Filter is invalid. Filters must have a name, a match type and one or more valid rule

The new filter will be displayed on the main Filters tab. Select the filter to view (only one filter can be
active at a time).

Layer Manager

 Filters (_ Y w

Shape Filters

[#] Enable Automatic Map Scale Filter e

Data Filters

Active Projects In My Group(s)
[Default]

Projectsin My Group(s)

(@) Alaska Active Projects




Manage Filters
The Manage Filters button opens the window. Select the Default button to make a filter the default.

Select the Applied button to apply that filter (only one filter can be applied at a time).
The Controls (right side) include:

° Q Preview Filter

° ' Edit Filter

&

° Copy Filter

. @Q Delete Filter (delete is not available while the filter is the Default or Applied filter)

Manage Your Filters

Default ‘ Applied ‘ Filter Name ‘ Controls
@ Active Projects In My Group(s) Q 7 [fi] €a

Projects in My Groupl(s) Qs3a
® Alaska Active Projects Qs F a




Preview Filter

Q

The Preview button allows the user to view a list of projects that meet the filter rules. The view can

Manage Your Filters

Results Per Page Sort By | Project Name: A-Z | hd |

@) AK-AYK Information and Education Services F-31-26-AE-3-1
score: 0.00
Project Number: 60255079

Q, Zoom To Project Y Apply Feature Filter ~ #24 Edit Project

AK-Chilkat River Chinook Salmon F-10-30-5-1-5
Score: 0.00
Project Number: 60250689

Q, Zoom To Project Y Apply Feature Filter  #2¢ Edit Project

a AK-Coordinating Invasive Species in Alaska: Building Effective Statewide Prevention, Monitoring &
Response T-10-7-P-24
Score: 0.00
Project Number: 60254644

Q, Zoom To Project Y Apply Feature Filter 929 Edit Project

) AK-Crystal Lake Hatchery Operations (SSRAA) F-32-24-F-1-3
Score: 0.00

Project Number: 60246558 E
= ]

40 results found in 0.002 seconds. Page 1of4 E H E ' =

Below each project are links to Zoom to Project (zooms the map to the project), Apply Feature
Filter (creates a filter to view only that project) and Edit Project (opens the Guided Process Tool). Legacy
Projects will only have the Edit Project Link.
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Bookmarks

Bookmarks are used to save a geographic location for quick reference in the future (e.g. project location,
region, state, county, etc.). Bookmarks are specific to an individual user account.

From the Layer Manager dock, select the Bookmark tab E on the right side bar.

To create a new bookmark, navigate or zoom to the location you would like to bookmark on the map

and click o ol

Dillo# Res

Bookmarks + 80 n

Sabine Lake Project

)

Arkansas Project Area

8] = [

UT Project Area

Edit Bookmark

Dillon Reservoir Marina

Description
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The saved bookmark will display in the list. Hover over a bookmark to view a Bookmark Preview. Click on
the bookmark to zoom to that location and view the Edit and Delete buttons.

Sabine Lake Project
Arkansas Project Area
UT Project Area

Dillon Reservoir Marina

# Edit € Delete

Extent
xmin: -11810244.57266964 xmax: -11809098.01724521
in: 4804651.75788658 ymax: 4805236.38172019

84



Lesson 12: Advanced Shape Editing

This chapter covers some of the advanced shape editing tools that are available in TRACS. In chapter 2,
we reviewed the basics of creating a shape. As a quick review, the term “shape” refers to the geospatial
information that defines the boundary of a project, plan or action. That shape may indicate an area
where fish or wildlife are located, a specific piece of property where construction is planned or a
political boundary where a project is located, such as a city, county, or state.

In the next section, you’ll find Shape Creation and Editing information including:

e (Create a Shape

e Open Shape Edit/Replace Window
e Replace a Shape

e Edit a Shape

e  Crop or Cut Part of a Shape

e Create a Multi-Shape Polygon

e Buffer a Shape

e Generalize a Shape

e Move a Shape

e Copy the Project Shape as Action
e Update Project Shape to Action Shape
e Show or Hide Sensitive Shape
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Shape Creation and Editing

When creating a plan, project or action, the location must be mapped (i.e. represented on the map as a
polygon).
e The Feature Editor (left side dock) is where the polygon can be mapped and edited.
e The Feature Editor will open automatically when using the Guided Process Tool to create a new
project or a new action.

Tip: The Feature drawing tools may be grayed out if the map is "Not at an Editable Scale" (zoom in to an
editable scale if needed). An action can only be created if a project is selected first (the project will be
displayed as the "active record” at the top o_f_'Ehe window).

Edit Operations

iAc;ive Record

Feature Drawing Tools

G Plan E

@ Not at Editahle Scale

0o

@ Not at Editable Scale

Create a Shape

1. Select the appropriate feature drawing tool for the Plan, Project or Action:
o The Freehand Polygon tool allows you to draw the boundary of a polygon in freeform

(i.e. a contoured shape). The freehand polygon is created by holding down the left mouse
button, outlining the desired location on the map and then releasing the left mouse button.
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o E The Geometric Polygon tool allows you to draw the boundary of a shape based on
fixed vertices and lines (i.e. a linear shape). The geometric polygon is created by clicking and
releasing the left mouse of the map to a single vertex. Continue clicking the left mouse
button at each change in direction. Double click the left mouse button to complete
the polygon.

. . The Select Existing Boundary tool (also known as the Geopicker tool) allows you to
select a shared shape from a list of pre-determined boundary types (Political, Hydrological,
Coastal etc.).

o The Import Shapefiles tool allows you to create Plan, Project, or Action boundaries
from data produced by GIS software. The shapefile import tool accepts all local coordinate
systems and translates the shape into the flat webmercator map display.

2. Once the shape has been created, click Save. If the shape needs to be edited first, see the next
section on how to edit or replace a shape.

Edit Operations

Selection Tools
@ assolv

Shape Editing Tools

@ Add Ring 8:% Delete Ring

TR — (R .
a w Buffer @ Generalize

= Move
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Select an Existing Boundary Tool (Geopicker) Options:

Boundary Type Available Layers Description
Political All U.S. States and | Selects the entire United States with ALL U.S. states and
Territories territories (used for national projects only).
Congressional Congressional Districts by state
Districts (112™)
Counties Counties by state
States Select one or more states/territories
Tribal Areas by Tribal Areas listed by region for American Indian Alaska
Region (AIANNH) Native and Native Hawaiian areas (more info here:
https://tracs.fws.gov/learning/mod/forum/discuss.php?d=91)
Tribal Areas by Tribal Areas listed by region (more info here:
State (AIANNH) https://tracs.fws.gov/learning/mod/forum/discuss.php?d=91)
Tribal Subdivisions | Tribal Areas listed by state (more info here:
by Region https://tracs.fws.gov/learning/mod/forum/discuss.php?d=91)
Tribal Subdivisions | Tribal Sub-divisions listed by state (more info here:
by State https://tracs.fws.gov/learning/mod/forum/discuss.php?d=91)
Hydrological Regions (2-digit), Hydrological regions provided by the U.S. Geological Survey
Subregions (4- that are divided into successively smaller units and are nested
digit), Basins (6- within each-other, with the largest unit listed as 2-digit and
digit), Subbasins the smallest as 8-digit
(8-digit)
Coastal Coastal Jurisdiction | Coastal jurisdiction provided by the U.S. Census Bureau that

by State or Area

define offshore boundaries and coastal waters by state or
area

State-Specific
Shared Shapes

See the list of
current states in
the system

Commonly used shapes provided by the states and added to
the drop-down list (examples: state wildlife management
areas, towns, game units, refuges, fish regions, etc.)

For more detailed information about Geospatial Layers in TRACS, visit:
https://tracs.fws.gov/learning/mod/book/view.php?id=75&chapterid=134

Tip: Use the Shift key to select several layers contiguously or the Ctrl key to select layers non-

contiguously. You can only select multiple layers that are within the same selection box.
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Open Shape Edit/Replace Window

If you have already saved the shape, reopen it using one of the three methods below:

e Fora Project or Action, open the Guided Process Tool:
o Project Shape: Select Task 1 Enter Project Data (left side) and click Edit Project
Shape or Replace Project Shape.

o Action Shape: Select Task 5 Enter Action Data and click Edit Action Shape or Replace Action

Shape.

Project: #1960284349 -- HI - Statewide Aquatic Education (F32423434) YRC
Status: Draft

Al
' ‘ Guided Process Tool
-«

I Tasks | | Edit Project Data

Q Zoom to Project Location
# Edit Project Shape
# Replace Project Shape

) View/Edit Project Properties

1. Enter Project Data

2. Enter Project Statements

3. Generate Project(s) Proposal

[[y view/Upload Project Attachments (0)

4. Associate Funding Source

5 View Project Summary Report
P Copy Project

5. Enter Action Data

o Locate the polygon on the map and click inside the shape's boundary to open the
orange Feature Frame box around it. Click on the arrow in the upper left to open the
menu. Select the Shape menu and select Edit Shape, Replace Shape or one of the other

tools.

v Setas Active Record
Apply Feature Filter
Project Shape
Project Forms
Project Copy
Delete Project

Guided Process Tool

Reports

Makalawena

SARNEATAWIN A

AHUW,
ark

Edit Shape

Snap Shape to Actions

Replace Shape

Copy Shape as Acticn

LA KALILANA
MESTEADS :
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o From the Feature Explorer window (left side), right click on the name of the plan,
project or action to open a menu of similar options. Click Replace Shape (or
select Guided Process Tool to choose from other options).

B Feature Explorer

Project Structure

Set as Active Record

Replace Shape

Copy to Mew Project

Delete Feature
Guided Process Tool
Summary Repaort

Apply Feature Filter

Replace a Shape

Select Replace Shape using one of the methods listed above. The Edit Operations window will open
allowing you to create the new shape using any of the feature drawing tools. Once the new shape is
saved, it will replace the existing one.

Edit a Shape
NOTE: Shared shapes (selected using the Geopicker Tool) cannot be edited (use replace shape instead).

Select Edit Shape using one of the methods above in step 1. The Edit Operations window will open. The
shape can be edited by using the tools in the window or by editing the shape itself (click on the
boundary to move it). The options at the top allow you to Save, Delete or Cancel.
e CAUTION: If you delete a shape, it will delete all the associated data with it (i.e. if you delete the
project shape, all associated project data is also deleted).

Crop or Cut Part of a Shape

Click the drop down menu for Lasso and select Lasso to create a free-form shape or the Rectangle to
draw a rectangular shape. The shape will flash in black and white.
o To exclude an area within the shape boundary, select the area you would like to exclude
and click Cut Selection.
o To crop an area from the shape, select the "good” area and click Crop to Selection.
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Edit Operations

— Delete | % Cancel

Selection Tools

o Crop To Selection

& Lasso

¥ Rectangle =g Cut Selection

Create a Multi-Shape Polygon
To create a multi-shape polygon (multiple distinct geographic areas or rings in one plan/project/action):

Draw the first shape and then click Add Ring to draw another shape to be added to the plan, project or
action area. Use the Delete Ring button to remove it. Once all rings have been added, click Save.
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Buffer a Shape

o To extend the area around a shape, click Buffer and fill out the box that opens to the top right of

the window.

e Enter the amount and select the measurement from the drop down menu (meters, kilometers,
miles or feet). (Note: using a negative value with shrink the feature by the specified distance).

o Click Apply.

Selection Tools

P Lasso |~ ‘,
|

Shape Editing Tools

s

# Add Ring

o
o o Buffer

elete Ring
5] Delete Ring

@ Generalize
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Generalize a Shape

e C(Click Generalize to simplify a shape by reducing the number of vertices (gray boxes indicating
changes in direction).

e Enter the amount and select the measurement from the drop down menu (meters, kilometers,
miles or feet).

o Click Apply.

4 J A
oo | CHNENNS TR

N
QEREEE & g
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= A r.rr"r %
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Move a Shape

o
e C(Click on the lock icon ..L'-!.(middle of the top toolbar) to lock the screen from moving (a blue lock
icon will appear at the top of the screen).

e C(Click the Move button and a black arrow will appear on the screen. Select the feature to drag
and drop it to a new location. Then click Save.

Copy the Project Shape as Action

e Locate the project polygon on the map and click inside the shape's boundary to open the

orange Feature Frame box around it. Click on the arrow IE in the upper left to open the menu.

e C(Click on Set as Active Record if a checkmark is not present (Note:This does not change the
project status to active. It is used to mark a project shape as the active feature in order to
associate an action to that project).

e Select the Shape menu and select Copy Shape as Action. The action shape will appear in green
and the window to enter action data will open.

e For more information visit Chapter 8: Copying the Project Shape as the Action Shape.
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Makalawena

v Set as Active Record
MAKAUAWENA

Apply Feature Filter L AHUEG S

Par

Project Shape | Edit Shape
Project Forms

Project Copy

Delete Project Snap Shape to Actions

Replace Shape

W
| Copy Shape as Action ,’;ST?SS:NA :

KAU AHUPUA'A

Guided Process Tool

Reports

R
sMahaidTa MAKAUAWENA

AHUPUATA
Kekaha Kai State Pavk

KAULANA
AHUPUA A

AWALUA
AHUPUA A

Update Project Shape to Action Shape

e Locate the project polygon on the map and click inside the shape's boundary to open the
orange “Feature Frame” box around it. Click on the arrow B in the upper left to open the
menu.

e Select the Shape menu and select Snap Shape to Actions.



Makalawena

v Set as Active Record

) MAKAUAWENA
Apply Feature Filter ArUups s

Park
Project Shape |  Edit Shape
Project Forms

Project Copy

Delete Project Snap Shape to Actions

Replace Shape

Guided Process Tool

- ALA-KAULANA
Copy Shape as Action TAESTEADS

Reports

KAU AHUPUA'A

e If you create a new action that is outside the boundary of the project, this error message will
appear:
o Click Auto Correct to update the project shape to include the action boundary.
o Click Dismiss to edit the action shape. Use the Crop to Parent button to crop the action
area to the project boundary.

# Save Failed: Shape is Invalid

Actions must be inside their project’s boundary

TRACS can automatically correct this error by changing
the project boundary to include the action.

To auto-correct, select "Auto Correct’ below. To fix the
problem manually, select 'Dismiss

Show or Hide Sensitive Shape

e If a project is marked as sensitive on the Project Properties form, the shape will be buffered (or
extended) to the county or state boundary so the exact location is not shown on the map or
displayed on public reports. Also keep in mind that projects marked "Sensitive" are not
displayed in the Public Conservation Viewer.

e Locate the project polygon on the map and click inside the shape's boundary to open the

orange Feature Frame box around it. Click on the arrow B in the upper left to open the menu.
e Select the Shape menu and select Show Sensitive Shape. A checkmark will appear next to "Show
Sensitive Shape” and the map will show the exact project polygon location.
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Uncheck the selection to buffer (hide) the location again.

Leadvill=

Apply Feature Filter
Project Shape
Project Forms
Project Copy

Delete Project

Guided Process Tool

Reports

Show Sensitive Shape

il Forest
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Lesson 13: Import Shapefiles

This chapter covers how to import a shapefile. A shapefile is a data storage “vector” or unit containing a
group of related files that describe the location, shape and attributes of a specific geographic feature. A
shapefile is created using GIS (Geographic Information System) software. The shapefile import tool in
TRACS allows users to import a shapefile from external GIS software as the plan, project or action shape.

Shapefile Requirements:

Before you can import the shapefile into TRACS, you will need to save the data from your external
mapping system as a zip file and then download it to your computer. The TRACS shapefile import tool
requires a zip file that contains standard shape file extensions. The shapefiles must contain only
polygon data and must have a coordinate system (.pri) file. A zip file may contain more than one
shapefile and its associated extensions. The shapefile import utility does not support 3-dimensional
data, therefore these two geometry properties must be disabled in order for the shapefile to be
successfully imported.

For more detailed information about shapefiles, visit the TRACS Guidance FAQs Geospatial
Information chapter (see #9 for additional restrictions and tips):
https://tracs.fws.gov/learning/mod/book/view.php?id=75&chapterid=108.

Steps to Import a Shapefile:
1. After exporting the files from your external GIS software, assemble your GIS file extensions
(e.g. .shp, .dbf, .prj) in one folder.

2. To zip the file, right-click on the folder you created and select Send to Compressed (zipped)
folder.

Open
e 7-Zip

Share with
Shared Folder Synchronization

Restore previous versions

Scan for Viruses...

Include in library

Send to Bluetooth
Cut Compressed (zipped) folder

Ty Desktop (create shortcut)
=] Documents

Create shortcut

Delete

% Fax recipient

Mail recipient

Rename i DVD RW Drive (D)

Properties
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3. This creates a zip file in the same location as the original folder.

4. In TRACS, use the Guided Process Tool to create a new project or action. For a plan, select the
feature editor dock on the left. Select Import Shapefile (folder icon) for the appropriate feature
(project, plan or action).

BEO0

5. Click the Add button from the Import Shapefile window.

Import Shapefile

6. Click the Select Shapefile button from the Shapefile Import box.

Import Shapefile

To import a shapefile into TRACS, first select a shapefile from your workstation.

Shapefiles must contain only polygon data and must have a coordinate system (.prj file)

Cscctshapeic [P T

7. Navigate to the folder on your local machine where you created the zip file and click
the Open button.
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8. Select the shapefile and then click the Finish button. Note: The Coord Sys and Polygon
Data columns must display “Yes” in order to import the file.

Import Shapefile

| Atibutes? | coord sys? | Transtorm Required? ‘Pobuulba...

mwwww\
[ rrevous ] v |

9. The shapefile is now imported but has not yet been saved. Select the shapefile name in the top

box (highlights in blue). The shape will appear on the mapper outlined in white.
e Optional: Select an attribute from the Label Attribute drop down list to change how

features are labelled.

Import Shapefile

WMA Shapefiles/20130829_SanFelipeValleyW#

[ [»

X Remove

Selected Shapefile |
Shapefile Name: WMA Shapefiles/20130829_Sa

Metadata...

Oak G‘fove

Label Attribute @
[ oBJECTID

Features @

[ 1
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10. Click on a feature to display it on the mapper in black. To select more than one feature, hold the
Shift or Ctrl key down to select them. Click the Select button to select the feature as the project
shape.

11. The black outline is converted to a blue Project boundary (or a green boundary for an action or
red for a plan). Edit the shape if needed and click Save. This will open the Project form to begin
data entry.

P l)iwv"

Shape Editing Took
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Lesson 14: Copying and Deleting Projects

This chapter covers how to copy and delete projects from TRACS. Copying a project can be very helpful
and save you a lot of time if you already have a well-written project that you want to reuse. Copying a
project is something that you want to consider before creating a new project from scratch. Deleting on
the other hand may sound self-explanatory, but it is important to clean up unfinished or dead projects
so they do not show up on public reports.

Go to the next sub-chapters for more information on how to:

e Copy a Project
o Delete a Project

Copy a Project

The Copy Project button allows users to copy an existing project to create a new project titled "Copy of"
(title of project). Note: The Copy Project option is not available for Legacy Projects.

1. Select Task 1: Enter Project Data and select Copy Project on the right side.

0 x

Project: #1960297429 - KS - Kanopolis Lake Boat Dock Renovation Project (FY2014/F131312324)
Status: Active

| Tasks | I Edit Project Data l

1. Enter Project Data Q zoom to Project Location
# Edit Project Shape

o Replace Project Shape
3. Generate Project(s) Proposal View/Edit Project Properties

2. Enter Project Statements

4. Assoclate Funding Source View/Upload Project Attachments (0)

£ View Project Summary Report
S. Enter Action Data
{5 copy Project

6. Enter Estimated Cost

7. Submit Performance Report
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2. The Project Copy window will open. Select the statements and actions that you would like to
copy along with this project by checking the boxes and click Copy.

Copy Projectfi: 1960297429 - KS - Kanopolis Lake Boat Dock Renovation Project (FY2014/F131312324)

Project Copy

select the statements and actions that you would like to copy along with this project.

Project Structure

Statement Copy Details

p =

= [/] 1360297429 -KS - Kanopolis Lake Boat Dock Renovation Projec...
= [ Project Statements (all)
[ 1960297444 - Ks - Lake Kanopolis - Boat Dock Replacement
= [] Actions (all)
[] 1980297743 - CO - Boat Dock Renovation

The following project items will be copied:
* Statement Properties
* Statement Objectives

The following project statement items will NOT be copied:
* Estimated Cost - Includes WSFR Federal Cost, WSFR Non-Federal
Match, and Other Costs
* Other Funds
* Scope Deviations
* Statement Funding Sources
* Statement Workflow Status

=

3. Click Open Copy in Guided Process Tool button.

Copy Projectit: 1960297429 - KS - Kanopolis Lake Boat Dock Renovation Project (FY2014/F131312324)

Copy Operation Complete

Open Copy in Guided Process Tool
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4. The copy will open. Select View/Edit Project Properties on the right side.

2 uildlife

Project: #1960298129 — Copy of KS - Kanopolis Lake Boat Dock Renovation Projact (FY2014/F131312324)

Status: Active

-y
. ‘ Guided Process Tool
-«

Tasks

Edit Project Data

1. Enter Project Data
2. Enter Project Statements

3. Generate Project(s) Proposal

'Q, Zoom to Project Location
o Edit Project Shape

# Replace Project Shape

[ View/Edit Project Properties

[y view/uUpload project Attachments (0]
ET View Project Summary Report
[ Copy Project

4, Asseciate Funding Source

5. Enter Action Data

5. Update the Project Name, removing "Copy of" and click Save. Then proceed with updating or

entering project information.

Project 81960298129 Copy of KS - Kanopaolis Lake Boat Dock Renovation Project (FY2014/F131312324)

LI Categories  Contacts  Description  Related Projects  Groups

Project Name | Copy of KS - Kanopolis Lake Boat Dock Renovation Project (FY2014/F131312324) * @ ©

Primary Agency [Kan;as Departmenticr)i‘-w-IJH;eI P;v;;, and Tourism m *Q

Project Status Active I+%xe =
ProjectStart Date  |10/01/2013  |FE] * @ ®

ProjectEnd Date  [09/30/2014 | [5] * @ ©

Project Website |

Is Project Sensitive? L] @

[ seve ] x o
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Delete a Project

There are at least two ways to delete a project in TRACS. The easiest method is documented below (with

some alternative methods also listed further down).

CAUTION: To delete a project, plan or action, delete the polygon or shape. Deleting a polygon (or

shape), will delete all associated data.

TIP: The Project cannot be deleted once it has been approved without rescinding approval. To delete

an approved project, the federal approver must first "Rescind Approval" on the associated Project

Statement(s). For more information, go to Chapter 17: Revisions and Amendments.

1.

Select the Guided Process Tool (top toolbar) and search for the project by entering the project

number or part of the project name.

In the Search results, select Apply Feature Filter (a filter will be created to only see that project

on the mapper, which displays on the right side dock).

Start New Project

A4
. ‘ Guided Process Tool
L 2

Results Per Page Sort By | Relevancy

7028 results found in 0.066 seconds.

4+ New Search @

HI - Wailoa Boat Dock Renovation (F1231233/2014) YRC
Score: 3.32
Project Number: 1960285612

Q, Zoom To Project Y Apply Feature Filter 29 Edit Project

HI - Wailoa Boat Dock Renovation 2014 (F3434234) YRC FINN
Score: 3.32
Project Number: 1560284815

Q, Zoom To Project Y Apply Festure Filter  #28 Edit Project

Wailoa State Park Boat Dock Renovation Project (F12323234) YRC
Score: 3.32
Project Number: 1360287130

v |
o B DAEDE - S
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3. Click on the blue project point on the map to display the Feature Explorer (left side dock).
Right-click over the project name to open a menu of options. Select Delete Feature.

Feature Explorer

Project Structure

= 9% HI - Walloa Boat Do¢* =
Set as Active Record

Replace Shape
Copy to New Project
Delete Feature

Guided Process Tool
Summary Report
Apply Feature Filter

Settings...

Global Settings...

About Adobe Flash Player 17.0.0.134..

4. The Delete window will open. Type DELETE in the box to confirm and then click Delete.

2\ Delete this Project?
\
f ! ‘; 1960282624 - Unnamed Project

\ |

Alternate Methods:

Select the project boundary (in blue) and an orange Feature Frame box will appear around the shape.
Click on the arrow in the upper left of the orange feature frame box to open a drop down menu and
select Delete Project.
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Apply Feature Filter

Project Shape
Project Forms
Project Copy
Delete Project

Guided Process Tool

Reports

The Delete Project button can also be accessed from the Guided Project Tool for the project

State Park

=TT Soledes

Task 1: Enter Project Data and select Edit Project Shape.

%ﬁ#ﬁsﬁx

Status: Active

Project: #13960282007 - CO - Elevenmile State Park Hatchery (FY 2014 FA45668768764)

hd
‘ ’ Guided Process Tool
-

2. Enter Project Statements
3. Generate Project(s) Proposal
4. Associate Funding Source

5. Enter Action Data

# Replace Project Shape

[ view/Edit Project Properties

[} View/Upload Project Attachments (0}
EZ] View Project Summary Report

[ Copy Project

| Tasks | | Edit Project Data
1. Enter Project Data Q zoom to Project Location
# Edit Project Shape

. Click on
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In the Feature Editor window, select the Delete button.

Feature Editor

| Edit Operations ]

el -

l Selection Tools

& Lasso | v
Shape Editing Tools
&9 Add Ring ro‘:‘) Delete Ring
= w Buffer @ Generalize

 Move Feature
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Lesson 15: Habitat and Species

This chapter covers how to enter the specialized fields for projects that impact habitat and/or species.
Both of these options have unique options that you need to be familiar with to create good reports in
TRACS.

Projects with habitat or species are created in the same way as any other project. This lesson does not
go through the entire project entry process; It just goes through the additional steps required to enter a
project that impacts habitat and/or species. For more information on the basics of entering a project

view lessons 1-10.

When creating the objectives, select the New Purpose/Target button to identify the habitat(s) and/or
species targeted by the objected. After entering the ID, name and description, fill out the Habitat,
Species and/or Viability tabs as applicable. For more information, view Lesson 5 Entering Objectives.

Purpose/Target Properties Tab:

SMART Objectives

+ e Prposeoge

I Habitat  Species  Viability

Purpose/Target ID :] 0 This field is required.

Purpose/Target Name l J * @

Purpose/Target Description %
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Purpose/Target Habitat Tab:

SMART Objectives

Habitat [ o

Broad Habitat Type 1 [ RIVERINE -le
Broad Habitat Type 2 [ Estuary ‘ v| [7]
Habitat | Level | Directly Benefitted? Controls
1) B o a

=3 =D

Purpose/Target Species Tab:

SMART Objectives

# Edit Selected Species

Common Name | Scientific Name | Status Directly Benefit... | Controls
Black-focted Ferret Mustela nigripes [
Burrowing Owl Athene cunicularia O a

=D e
v o]

e Add Species with the “Edit Selected Species button”.

110



e Search for the species using the search tabs:
o Specific Search tab: enter part of the common name or scientific name and click Search.

Note: Species information is pulled from the Integrated Taxonomic Information System (ITIS). This list
does not currently include additional species search options (such as local names for species in other
languages). In the future, we may provide additional species options such as customized lists for
particular group(s) and species status information from the Threatened and Endangered Species System
(TESS) maintained by the FWS. This task is in the backlog for future development.

Species Selection

Search: lBIack bear J m

I:\:I Ursus thibetanus +
Asiatic black bear, Asian Black Bear
. Ursus americanus
M +

black bear, American Black Bear

o Taxonomic Search tab: select the taxonomic level (e.g. genus) and enter the name in
the search field. Click on the + sign to expand the menu and select the level to add
before clicking the + sign to move the item over to the right side.

Species Selection x

Sl Taxonomic Search selected Items

Search: |Chiroptera |
Taxonomic Level m

Animalia
animals

Chordata
chordates

Vertebrata
vertebrates

Mammalia
mammals

= E3 Theria

= B3 Eutheria

Chiraptera
L bats
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o Hybrid Search tab: search for the species and click the plus sign (+) to add the two
species to the Species 1 and 2 boxes (e.g. add a tiger and a lion to create a liger).

Species Selection

Specific Search  Taxonomic Search JUNITLVETET] selected Items
seae )

Species 1: [Ursusthibetanus J Species 2: lUrsus americanus ]

et ] e

. Ursus thibetanus
Asiatic black bear, Asian Black Bear

Ej Ursus americanus
black bear, American Black Bear

o Click the plus sign to add a species to the Selected items on the right side (or click on the red
minus sign to remove a species).

Species Selection

WIS Taxonomic Search  Hybrid Search Selected Items
search: [Black bear J{ search | Ursus americanus

black bear, American Black Bear

o Ursus thibetanus +
Asiatic black bear, Asian Black Bear
i Ursus americanus

black bear, American Black Bear

" 0K
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The other place where habitat and species information is documented is on the action form. The Habitat
tab is used to document the current and desired habitats affected by the action. The Species tab is used
to document species impacted by the action. Use the “Select Species” button by the Directly Benefited
or Indirectly Benefitted sections. For more information, view Lesson 8 Mapping and Entering Actions.

Action: Habitat Tab

Action #60255283 Student Training

| Properties  Categories Contacts Objectives Addressed  Interim Measures Addressed Hah‘rtat

Current Habitat [R=-100ELT =S
| @ The system could not auto-detect habitat types.

H Select Habitat From () Detected Habitats
| ® All Habitats
Current Broad Habitat [ Level 1 [-]
| Level 2 1]

Selected Habitat

Action: Species Tab
Action #60255283 Student Training

Properties Categories Contacts Objectives Addressed  Interim Measures Addressed ~ Habitat Species

Species Directly Benefited [ [Tad =l

Common Name | Scientific Name | Status

Species Indirectly Benefited [TEEEET a2

Common Name | Scientific Name Status
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Lesson 16: Lands Data

This chapter covers how to enter a land acquisition project into TRACS.

TRACS provides a digital record for data on land and property rights (including water and mineral rights)
acquired using federal assistance funding or used as match for federal assistance funding.

Important Note: Hard copies of all land records and grant documents still need to be sent to the WSFR
Regional Office to be maintained as part of the Permanent Administrative Record, which is the official

repository of land acquisitions.

Please visit the Guidance FAQs Lands Data page for more information.

Note: Projects with lands data are created in the same way as any other project. This section does not
go through the entire project entry process; it just goes through the additional steps required to enter a
project with lands data.

1. Map the project location as you would for any other project. If you intend to copy the project
shape as the action shape, make sure the project shape is as accurate as possible (using an
imported shapefile may be beneficial). The action shape for land or water rights acquisitions
must be mapped with a high degree of accuracy, e.g. it must match the deed or real land
acquired within a 0.5% error tolerance.

2. If the project contains sensitive information (such as private land owner information, sensitive
species etc.), mark the project as sensitive. On the Project Properties form, mark the project as
sensitive by checking the box.

Is Project Sensitive? [] |

Note: This hides the exact project location on the TRACS mapper by buffering or extending the
shape out to the next largest political boundary (e.g. county, state or country). Also keep in mind
that projects marked "Sensitive" are not displayed in the Public Conservation Viewer.
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3. Onthe Categories tab, you MUST select Land and Water Rights Acquisition as an Action
Category (in the lower half of the screen). This generates a Land Record form that needs to be
filled out later on when entering an action related to land or water rights acquisitions.

Project #1960046000 BMP_Land Acquisition_ NH Blackwater Connector Project

Categories Contacts Description Related Projects Groups

@ Wildlife TRACS Action Levels
Project Categories [ |v| * @ T
Project Category Controls
Conservation/Management a
Action Categories |'| * @ T
Action Categories Controls
Land and Water Rights Acquisition and Protection a

4. Create the action(s) for the project that documents the acquisition of land or water rights.

TIP: Make sure to select "show sensitive shape" BEFORE you copy the project shape as the
action shape. Otherwise, use the drawing tools or import shapefile tool to create the action

shape.

o Locate the project polygon on the map and click inside the shape's boundary to open

the orange Feature Frame box around it. Click on the arrow B in the upper left to open

the menu.
o Select the Shape menu and select Show Sensitive Shape. A checkmark will appear next

to "Show Sensitive Shape” and the map will show the exact project polygon location.
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o Uncheck the selection to buffer (hide) the location again.

Apply Feature Filter
Project Shape
Project Forms
Project Copy

Delete Project

Guided Process Tool Show Sensitive Shape

Leadvill‘e

Reports

e The action polygon must be created with a high degree of accuracy, e.g. it must match
the deed or real land acquired. The system requires a less than <0.5% (one half of one
percent) margin of error to meet auditing policies for land reconciliation.

e If the action shape does not meet the margin of error tolerance, warning and error
messages will appear later (on the Land Record form and Performance Reports). If a
discrepancy occurs, the action polygon(s) in TRACS must be adjusted to match the actual
land acquired (deeded).
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5. On the Action Categories tab fill out the Category and Strategy fields, then select the Activity (if
applicable). Note: The strategy box auto-populates the measurement based on the action
polygon (measurement is standardized to the U.S. measurement system with acres and feet
only).

Action #1960298755 NH - Land Acquisition Blackwater Connector o x

@ Wildlife TRACS Act

Contacts

jon Levels

Category | Land'and wa:’e; ;Kxghits’f«rc}q«;;mon and Oraemor: 'ijl *Q ®

Strategy [ Land acquisition [=] (621320263 | Acres % @ ®

Activity e

Activity Controls

| Feentle a

3 3

6. Continue entering the action data including the Habitat and/or Species tabs if applicable. Then
click Save and Close.

7. Onthe Guided Process Tool, go to Task 6: Enter Estimated Cost and fill out the estimated costs.
Note: This step is required before going back to fill out the Land Record form cost tab.

8. On the Guided Process Tool, go back to Task 5: Enter Action Data and select View/Edit Land
Record. Note: The Land Record form is only available when the action strategy is selected as
Land Acquisition or Water Rights Acquisition (it is not available for “Conservation Area
Designations” or “Private Land Agreements”).

Wildlife

[ Tasks | [ Enter Action Data
1 + Create New Action
- Action: #1960298755 ~ NH - Land Acquisition Blackwater Connectar 3
= Start: 0. 12 End: 06/30/2015
3. Generate Project(s) Proposa Q Zoom to Action Location

4, Associate Funding Source

# Replace Action Shape
5. Enter Action Data

View/Edit Action Properties

6. Enter Estimated Cost ) View/Edit interim Measures (0)
and Record \"_F\

w/Upload Action Attachments (0)

7. Submit Performance Repert
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9. On the Land Record form, fill out all required fields and any additional fields that are applicable.

Note: If the deeded acres do not match the action polygon acres, the polygon deviation displays
below the deeded acres box and a yellow warning appears at the top of the page (indicating that
the deeded acres are outside the standard error tolerance of 0.5% compared to polygon acres).

While this only a warning message at this stage, the deeded acres or polygon needs to be
corrected before the action is reportable. This displays as a red error message in the validation
messages for the Final Performance Report.

Lands Record: #1960309717 Action #1960309708 x |

( properties [

Deeded Acres is outside the standard error tolerance (0.5%) compared to the Polygon Acres. Reconciliation is required before the action is reportable.

Property Name f'Test | * @
Transaction Type Y|*@ Federal Record ID [ | (2}
Transfer Type e State Record ID | | (2]
Interest Type Fee Simple e Assessor Parcel Number | | (2]
Deeded Acres |15220 | * @ Deed Book Number | | @
Polygon Deviation: 8.980%

Deed Recorded Date : fF e
Polygon Acres 13965.13 acres )

Deed Recording Address (2]
Acre Feet (2]
Instrument Number | e

Encumbrances? Oyes @

Closing date 04/01/2016 e

e e |

10. Fill out the Costs tab (note: the Estimated Costs on the Guided Process Tool must be filled out
first before entering this section). Note: This form accepts SO or blank amounts, however it
should be filled out if possible.
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Lands Record: #1960254462 Action 1960254451

"Costs“ Location ~ Contacts Comments

Total Federal Breakdown costs do not match the Total Federal Cost.
Total Cost Summary does not match the Total Cost.

Total Cost Summary

WSFR |54211

Non WSFR | 12

070

Total Cost Breakdown

|
—
|

State Contribution

Non State Contribution

Land as Match Value

Non-WSFR Match Breakdown WSFR Cost Breakdown
18070

Bargain Sale by Landowner [:

Total Non WSFR $18,070.00

Purchase Price 61500 (7]

Miscellaneous Cost 10781 7]
Total WSFR $72,281.00

Appraised Value/Waiver Valuation | 61500

[ sove J oo

11. Fill out the Address tab, Legal Description tab and Survey tab if applicable. Note: To enter a
street address, click the Edit Address button and fill out the form, then click Verify Address. The

system sends the address out for verification and returns results. If the address is not found,

enter the address details in the comments section instead.

| \| “ Location |’
| Address " ‘

Street Address

|2 e

[ cnaien | oeor ]

‘ Lands Record: #1960309717 Action #1960309708 x ‘

Street Address

‘ Please enter at least the first line of the address before verifying.

City

State

Zip Code

Address Line 1 {1234 Example Lane

Address Line 2 [PO. Box 4123

Coiynson | % comel

Example City
12345
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12. Fill out the Contacts tab if applicable. The Seller/Owner tab has a free text box allowing you to
enter their name and contact information if available.

Lands Record: #1960254462 Action #1960254451 o x
" Prop ation (O] Comments ]

Name [Type [ controls

BMP_Project BMP_Project person

L save ) close ]

e The Titled To tab has a search box where you can enter the first three letters of the agency or
person's name. The Add Person and Request New Agency buttons are available if needed.

NOTE: For the purpose of TRACS, the "Title To" field should accurately reflect the name of the
title holder on the land record so that we can query and display roll-up information. The
Department of Fish and Game is typically the title holder, regardless of on whose behalf the land
is purchased. In other words, select the agency listed in the title. For example if the title lists
"Commonwealth of Massachusetts, acting by and through it's Department of Fish and Game",
select "Massachusetts Department of Fish and Game". Then go to the Comments tab to enter
the full title name if desired (e.g. "Commonwealth of Massachusetts, acting by and through it's
Department of Fish and Game").

Lands Record: 81960309717 Action 21960309708 x
P A contacts SRR
Search Titled To [ To search and select:Enter the first 3 letters of the agency or pe... = + Request New Agency 7]
Name Type | Controls
[ dose
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13. Fill out the Comments tab. The Acquisition Purpose/Change in Purpose tab is required. The
purpose of the comment field is to specifically identify the purpose of an individual parcel. This
information can be copied and pasted from the Project Statement Need field but may need to
be further refined. The Comments tab can be used to store additional information (such as the
full title name).

Lands Record: #1960254462 Action #1960254451 o x

[

Comments |
Acquisition Purpose/Change in Purpose its
* @

The purpose of this acquisition is to permanently protect approximately 137 acres of forest land to be included in the Knight's Meadow Wildlife
Management Area in Merrimack County, New Hampshire. This acquisition will ensure the permanent protection and management of habitat for an

array of wild birds and mammals including moose, white-tailed deer and black bear, and will ensure public access for wildlife-oriented recreation and
hunting and fishing. In addition, the project will protect early successional habitat important for several species of greatest conservation need, including
Eastern towhee, ruffed grouse, and veery, identified in New Hampshire's Wildlife Action Plan.

14. Click Save and Close

15. Back on the Guided Process Tool, attachments can be added at the action level to store
documents (deeds, legal notices, legal descriptions, parcel maps, etc.) pertaining to the
completed acquisition(s). TRACS can be used as place to store part of the permanent digital
record.

Important Note: Any documents containing Personally Identifiable Information (PIl) should NOT be
uploaded to TRACS. Either PIl information should be redacted, if it is to be stored in TRACS, or the
sensitive documents should be stored as hard copy in the permanent administrative record. These
documents will NOT automatically transmit to the WSFR Office. Hard copies of all land acquisition
documents still need to be sent to the WSFR Regional Office to be maintained as part of the permanent
administrative record. The hard copy records maintained by the Regional WSFR Offices are the official
repository for land acquisition records.
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Lesson 17: Revisions and Amendments

This chapter covers how to edit your project after it has been submitted for approval. This is important
because once the project has been submitted for approval, most of the data cannot be edited unless
you go through a revision or amendment process.

Once the project statement/proposal has gone through the approval workflow, most of the data in the
project statement is no longer editable unless you go through the revision or amendment process.

Revision (Rescind Approval) vs. Amendment (New Draft) vs. Deviations:

e Arevision is used for minor edits the original project proposal during the approval process (the
approval is rescinded, changes are made to the original project and it is sent back through the
approval workflow).

e If a project was entered into TRACS and has a formal grant amendment afterwards, then the
amendment needs to be entered into TRACS as a new draft.

o Important Note: Enter the project in its current version. In other words, if the original
project (un-amended) was already entered into TRACS, then enter an amendment as a
New Draft and send it back through the approval process. If the original project was not
entered into TRACS, you do NOT need to enter both versions into TRACS; instead simply
enter the current version.

e If arevision or amendment was not needed and there are changes or deviations in the work that
was reported, these are documented in the Significant Deviations on the results form for the
action.

e Note: If the Final Performance Report has been submitted for review or approval, much of the data
in the project is no longer editable unless the federal approver selects “Do Not Approve” or rescinds
the approval of the final report. They may need to rescind approval on both the Performance Report
workflow and Project Proposal workflow forms.

Revision (Rescind Approval)
A revision is a change to the original project proposal that will be sent back through the approval
process. An approved project cannot be edited or deleted until the approval has been rescinded.

Contact your federal approver to rescind the approval. The approvers will need to open the project,
either through the workflow manager or by searching for the project using the Guided Process Tool (see
steps below).
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From the Guided Process Tool, select “3. Generate Project Proposal” in the left pane, and click the
“Workflow” link on the right.

E wildlife

Project: #1560299833 — UT Black-Footed Ferret Reintroduction (yonah)
Status: Active

Aol
. ’ Guided Process Tool
-2

I Tasks ] [ Generate Project(s) Proposal ]
1. Enter Project Data Statement: #1960299834 - Draft Statement: UT Black-Footed Ferret Reintroduction in Utah (Co-Op)
(F14APO0388/£-5-14)
2. Enter Project Statements Funding Source:
Workflow Status: Statemert Not Ready for Submission
3. Generate Project{s} Proposal Workflow
4. Assoclate Funding Source =)

In the available workflow actions, the federal approver will need to select Do Not Approve and click the
Apply Transition button. The federal or state approver will then need to select Rescind Approval (either
set it back to “In Progress” or “Pending Review”) and click Apply Transition. Note: Setting the project
back to “In Progress” allows the state users to edit the project, whereas setting the project back to
“Pending Review” allows the federal user to edit the project.

Project Statement Workflow: NV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC)

Proposal Workflow [T STRTENE TN

Current Project Statement Workflow Status: Reviewed; Ready For Reporting Workflow Diagram

This Project Proposal is Reviewed; Ready for Reporting. The details and objectives can not be edited. A PDF is available for
download.

View Project Proposal m

Project 4Z% NV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC)

Statement NV- Eagle Valley Reservoir Boating Access Project (FY 2015 YRC)

Objectives SMART

Available Workflow Transitions

< Rescind Approval and Set to In Progress @
4 Rescind Approval and Set to Statement Pending Review @

+ 0K

Make any changes or edits to the project. Once the project has been edited, send it back through the
approval workflow.
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Amendment (New Draft)

Once the project has gone through the approval workflow, it will have a status of “Reviewed Ready for

Reporting”.

1. To create an amendment, open the Guided Process Tool to Step 2 Enter Project Statements and
select Create New Draft on the right side.

Important Tip: If the Create New Draft button is grayed out, check that the project status is

active and check that the Funding Source is associated with the project!

Status: Active

Aad
. ‘ Guided Process Tool
=

Project: #1960282838 — WA - Trout Hatchery Stocking and Operations - Multi Year Project FY 2014-2016 (WD123456)

Tasks

I Enter Project Statements

1. Enter Project Data

2. Enter Project Statements

3. Generate Project(s) Proposal
4. Asscciate Funding Source

5. Enter Action Data

7 Cubhmit Darfarmanca Danart

2. Select the reason for the amendment by checking the box by Change in Length, Change in
Estimated Cost and/or Change in Scope. NOTE: A change in estimated cost alone does not

+ Start New Project Statement

Statement: #1960282900 -- Approved Statement: WA - Trout Hatchery Stocking and Operations - FY 2014
(F12345678)

Version: Version 1 (Approved)

Funding Source: F14AP00095

Workflow Status: WSFR Reviewed; Ready for Reporting
Valid: Yes Has Been Addressed: No

) View/Edit Statement Properties
1) View/Edit Statement Objectives (4)

@ Create New Draft

require a new amendment (new draft). Click Create New Draft.

[ change In Length

reflect 2 new time frame.

[ change In Estimated Cost

[ change In Scope

leader, or other crifical elements.

+/ Create New Draft m

Are you sure you want to create a new draft of this project statement? Objectives from this statement cannot be addressed
until the new draft is approved by WSFR.

Which of the following describe this revision? You may select one or more of the following types:

The time period for completing the stated chjectives has changed. The deadline for objective indicators sheuld be updated te

Anincrease or decrease in estimated funds requires a revision to the award. The Total Estimated WSFR Federal Cost, Total
Estimated Non-Federal Match, or Total Estimated Other Cost amounts should be updated accordingly.

The scope of the project statement has changed. Changes may include updates to objectives, indicators, location, project

>
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statement, with the version number and reason listed on the right side.

E Wildlife

Status: Active

L4
. ' Guided Process Tool
£

Project: #1960282898 -- Wi - Trout Hatchery Stocking and Operations - Multi Year Project FY 2014-2016 (WD123456)

Tasks

| Enter Project Statements

1. Enter Project Data

2. Enter Project Statements

3. Generate Project(s) Proposal
4. Associate Funding Source

5. Enter Action Data

+ Start New Project Statement

Statement: #1960282500 - Draft Statement: WA - Trout Hatchery Stocking and Operations - FY 2014
(F12345678)

[ Version: Version 2 (Draft) Reason: Change In Cost, Change In Scope ]
Funding Source: F14AP00095
Workflow Status: Statement Not Ready for Submission
Valid: Yes Has Been Addressed: No

[ View/Edit Statement Properties

L[ View/Edit Statement Objectives (4)

]

4. The New Draft will need to be sent through the approval workflow again. Once approved, the

Make any necessary changes and save. (Tip: Additional information about the amendment can
be documented on the Scope Deviations tab on the Project Statement form).The new draft
version will replace the original version. The new draft is a copy of the original project

new draft will be the approved version and the old version will be archived behind the scenes.
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Lesson 18: Interim Measures

This chapter covers how to create interim measures in TRACS.

Important Note: Interim Measures are optional and rarely (if ever) used. They do not display on Interim
or Final Reports (and will be removed from future versions of TRACS). If unplanned actions occur, we
recommend that you do not use Interim Measures; instead amend or revise the original objectives as
needed to report new actions.

An interim is used to document work that does not directly address the primary objectives but
demonstrates progress towards completion the project (in other words, an unplanned action).

Interim Measures are typically created during multi-year projects. Note: Interim Measures are not
related to interim reports.

Multi-Year

Project
Project Statement Project Statement Project Statement
FY 2015 FY 2016 FY 2017

|

| I

Interim Measure .
<no objectives met) ) Objective 1

v

-

v

Objective 1 Objective 2

[Action 1J [Action 2]

Interim

Interim
Report 2015

Final Report

Report 2016 2017
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1. The Action will need to be created first. Then, select the View/Edit Interim Measures link in the

right pane (Guided Process Tool Step 5: Enter Action Data).

r Wildlife - :
- Guided Process Tool
& TRACS ..’

Project: #1960283529 -- NE - Trout Hatchery Operations - FY 2014-2016
Status: Active

Tasks | | Enter Action Data

. Enter Project Data + Create New Action

Action: #1960283574 - Stocking and culture for trout species: rainbow;, brook and brown trout

=

2. Enter Project Statements
Start: 10/01/2013 End: 09/30/2014

3. Generate Project(s) Proposal Q, Zoom to Action Location

# Edit Action Shape
4. Associate Funding Source

# Replace Action Shape
=R [ View/Edit Action Properties
6. Enter Estimated Cost [ [} view/Edit Interim Measures (0) ]

[} view/Upload Action Attachments (3)
7. Submit Performance Report

E7] View Action Summary Report

4 Delete Action

[»]

(<]

2. Inthe Interim Measures window, click the New Interim Measure button.
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3.

Interim Measures

4 New Interim Measure

sa Stocking and culture for trout specid

+ 0K

Use the Menu above to start entering objectives.

Enter the Interim Measure ID, Interim Measure Name, and Interim Measure Statement fields on

the first tab.
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Interim Measures

= New Interim Measure
[N uI N EERT G Quantitative Indicators  Qualitative Indicators

Interim Measure 1D |1 | *

Interim Measure Name [Public Meetings

Interim Measure Statement

Held 5 public town hall meetings to provide information about the new development by January 1, 2016,

4. Fill out the appropriate indicator tab (qualitative or quantitative) and add the indicator(s) to the
table (Note: this is the same process as adding indicators to an objective).

Interim Measures

4 New Interim Measure
Interim Measure OUENueluTANLIT=IGIE Qualitative Indicators
4 New Standard Indicator 4 New Custom Indicator

Planned Value | Base Value | Output Deadline | Controls

5 i} Public Meetings 01/01/2016 ap

5. Click Save and Close.

6. Click on View/Edit Action Properties.

129



o -
LY uildiife ¢ ¢ Guided Process Tool
E’ «/

Project: #1960283529 — NE - Trout Hatchery Operations - FY 2014-2016
Status: Active

Tasks | | Enter Action Data

1. Enter Project Data + Create New Action

Action: #1960283574 — Stocking and culture for trout species: rainbow, brook and brown trout

2. Enter Project Statements
Start: 10/01/2013 End: 09/30/2014

3. Generate Project(s) Proposal Q, zoom to Action Location

# Edit Action Shape

4, Associate Funding Source
# Replace Action Shape

[I;:l View/Edit Action Properties ]

5. Enter Action Data

6. Enter Estimated Cost I:‘J View/Edit Interim Measures (1)

|:|:| View/Upload Action Attachments (3]

7. Submit Performance Report
ES] View Action Summary Report

€ Delete Action

[»]

[«

7. On the Interim Measures tab:

e Select a Project Statement from the drop down list
e Select an Objective from the drop down list
e Select an Indicator from the drop down list

Action #1960283574 Stocking and culture for trout species: rainbow, brook and brown trout o X

Properties Categories Contacts Objectives Addressed RULEGQINEEHNEEE LSS Habitat  Species  Related Actions

Interim Measure [ Interim Measure: 1 |v | [7]
Indicator I~ @
Indicater: Public Meetings
Addressed |

Desired Value: 5
Deadline: 01/01/2016

8. When the pop-up window appears, complete:

e Date Reported

e Value Reported (use Copy Strategy Value button on right to copy the value originally
entered in the objectives)

e Results: enter narrative of results

o If an empty box appears on the right, select “True” or “False” from the drop down
(appears with qualitative indicators only and is used to determine if the objective was
completed)

e Click over to the Significant Deviations Tab to add items, if necessary.

e Click the Add button to add the progress report.
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Interim Measure [
Indicator: 5 Public Meetings by 01/01,/2016

Date Reported * Value Reported *
|o1m-1f2016 | E | Public Meetings

{211 Significant Deviations

Held 5 public meetings to provide information to the local community about the new development,

v e I cnee |

9. Click the Save button to save the Action form. Click the OK button to confirm.
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Lesson 19: Profile and Help Desk

This chapter covers how to change or update your profile information in TRACs and how to submit a
Help Desk ticket in TRACS.

Go to the sub-chapters for more information:
e Updating your Profile and Password
e Using the Help Desk Link
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Updating you Profile and Password

For security purposes, TRACS passwords have the following password expiration and reuse policy:
16. Passwords must be changed at least every 60 days. Passwords can only be changed once a day.
17. You cannot reuse any of your previous 24 passwords.
18. If 60 days or more has passed since your password has been changed, you will be prompted to
create a new password the next time you try to log in to the TRACS site. This will occur for both
the TRACS live (production) site and TRACS training site.

i

P uwildlife .
ﬁ.ﬂ TRACS Password Expired
Tips and Hints Change Expired Password @ Get Answers
Strong Password Your TRACS password is expired and must be changed before you can continue. Please use the

form below to update your password. e
TRACS requires the use of strong passwords. A 'g) Contact Us
strong password has: Please see the Password Expiration and Reuse information on the left far more information.

® Aminimum of 12 characters. current Password —

« Atleast one lower case character. IJ Technical Support

+ Atleast one upper case character.

« Atleast one non alphanumeric New Password

character, such as &, * % |, etc.
* Does not contain any of your personal Canfirm Mew Password
information like name or email
sddrass. Change Password

Password Expiration and Reuse

For security purposes, TRACS passwords have
the following password expiration and reuse
palicy.

* Passwords must be changed at least
avery 60 days.

¢ Passwords can only bachanged once a
day.

* You cannat reuse any of your previous
24 passwords,

Users can update their own profile, request additional permissions and reset their passwords using the
TRACS Dashboard Profile tool. A current password is required and the user account must be active.
Select the Profile link located to the right of your username at the top of the screen.

'bz Wildlife Profile | Help Desk | Log Out

“'!lm

& Mapper>>

. Workflow Manager

..o User Management

133



On the My Profile tab, you can view your own profile information including name, phone, title, and
agency. Click the Edit Profile link to update this information. You user role and permissions are displayed

in the box on the lower half of the screen. Select the + sign to expand the view.

ﬂ& Wildlife

EYTRACS

Last Name
First Name
Email
Phone
Title

Agency

My Profile [ ENTEEEETGE

...n. User Profile

Cohen

Yonah
yonah_cchen@fws.gov
303-275-2346
Technical Trainer

U.S. Fish and Wildlife Service

Edit Profile | Edit Permissions | Request Access

= 5 TRACS
= ,2?.7 U.S. Departme

nt of the Interior

= ;3’.7 U.S. Fish and Wildlife Service
= &% Headquarters
4 &3 wildlife and Sport Fish Restoration (RS)

User Administrators Only: From the My Profile tab, click the Edit Permissions link to select additional

permission for your assigned group (e.g., State Editor, State Reviewer, State Approver, Federal Reviewer,
Federal Approver). Click Add Selected Permission.

Edit User Permissions

User: Yonah Cohen

Add Permission:

Group: | Wildlife and Sport Fish Restoration (RS)

Role: |padars

Federa

State E

| Approver

| Reviewer

State Approver

ditor

[»

<1

Add Selected Permission

Selected Permissions:

= &= TRACS

= &% u.S. Department of the Interior

= &% Headquarters
4 2% wildlife and Sport Fish Restoration (R9) 3¢

(y sove % cancel |
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To Request Additional Access:
e From the My Profile tab, click the Request Access link.

LY uildiife

‘

Last Name Cohen

First Name Yonah

Email yonah_cohen@fws.gov

Phone 303-275-2346 I
Title Technical Trainer

Agency U.5. Fish and wildlife Service

Edit Profile | Edit Permissions Request Access

e Inthe select a group window, click the + sign by TRACS and each submenu (or click Expand All)
and select your group.

e Then select the role you need from the drop down menu.

e C(Click Request Selected Access and Done. The User Administrator will review the request and

assign access.
Request Additional Access o x

Access Request:

Select a Group: Expand All |  Condense All

= & TRACS 4]
4+ 2B us. Department of the Interior
= Sa U.5. States —

2 plabama

2 slaska

E’,.z American Samoa

S’a Arizona

2 Arkansas

2 california

2 colorado
2 colorado Department of Natural Resources

locacdo Dol L sl

14 4+ 4+ +

<]

Role: l State Reviewer |v‘

Request Selected Access

v Done
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To update your password, select the Change Password tab, enter your current password, new password
and confirm your password. Select the Change Password button.

LYV, vilalire

‘.ﬁ User Profile

m’ Change Password ‘

| Password Rules and Requirements

Current Password: | ‘
Strong Passwords

TRACS requires the use of strong passwords. A strong password has:

New Password: ( ]
|—‘ * A minimum of 12 characters.

* At least one lower case character.
* At least one upper case character.
* At least one non alphanumeric character, such as#, * % |, etc.

Confirm Password: | ‘

* Does not contain any of your personal infermation like name or email address.
* Passwords can only be changed onced per day.

Password Expiration and Reuse

For security purposes, TRACS passwords have the following password expiration and reuse policy.
* Passwords must be changed at least every 60 days.
* Passwords can only be changed once a day.
* You cannot reuse any of your previous 24 passwords.

The requirement for passwords is set by DOI policy: Policy requires a 15 minute lockout after 5 failed
attempts to enter a password. We recommend waiting 20 minutes because the 15 minute lockout
period resets if another failed attempt occurs during the lockout period.

Passwords can only be reset once within a 24 hour period. This requirement can be overridden by
modifying the password directly in the database; however, this requires assistance from the Help Desk.
Passwords must be changed every 60 days and must be unique compared to the previous 24 passwords
used. Any change to a password constitutes a unique password (i.e. changing a single character or digit
constitutes a new unique password).

Using the Help Desk Link

The Help Desk link is available directly in TRACS in two places: on the home page that first opens after
logging into TRACS and on the top toolbar on the mapper. The Help Desk link allows you to submit a
help desk request to the TRACS support team. You can also contact the Help Desk via email at tracs-
helpdesk@fws.gov or by phone at 1-844-408-7227 (1-844-40-TRACS).

From the Home Page, click on the Help Desk Link.

Z Wildlife Welcome | profile | Help Desk | Log Out

SALTYES

.ﬁ"_:; Mapper >>
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From the Mapper Toolbar, click on the Help Desk icon:

Help

Help Ticket... el

Fill out the Help Desk Ticket form:

e Component: This field is required. Select the component or part of TRACS that is affected.
(Make your best guess, for example if an error message appears on the mapper, select
“Mapper” as the component.)

e Subject: enter a short subject for your help desk ticket

e Description: enter as much information as possible, including a detailed description of the issue,
the affected project names/numbers, your name and contact information. This will help shorten
the response time from the help desk and reduce follow-up emails or calls.

e Click Submit to send the help desk ticket to the TRACS team.

Help Desk Ticket ox

Component [ Mapper \"

Subject  |Unable to Load Filter ] * @

Description |Unable to load the custom filter for "black bear projects” onto the mapper. Please contact me at * @
Jjohndoe@ fws.gov or 303-555-5555.

[ suoms o e

Note: The TRACS help desk and technical support team cannot address local IT infrastructure issues.
Please direct questions about your computer, network, or bandwidth settings to your local IT staff.
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Lesson 20: Workflow Manager

This chapter covers how to use the Workflow Manager, which is used primarily by advanced users to
view and manage multiple projects and reports from one location. This tool allows you to get a big
picture of the projects and reports you are responsible for in TRACS.

The Workflow Manager does not replace the Guided Process Tool; it is more of a tool for
the management of projects and reports.

The Workflow Manager has two main functions:

1. View and Manage Multiple Projects: The Workflow Manager is used to manage the project
proposal and performance report workflows for one or more projects.

e The filter-based search tools allow you to pull up a list of projects in various stages of
review and approval for your group (e.g. agency or region).

e You can use the "Manage" tool to send one or more projects through the workflow for
review and approval. The Workflow Manager is typically used by users who need to
manage multiple projects at a time. Note: Users can still complete the same workflow
steps for an individual project directly from the Guided Process Tool on the mapper.

e Go the next sub-chapters for more information about managing projects on the Project
Proposal Workflow Tab and Performance Report Workflow Tab.

2. Pull an Interim Report: The Workflow Manager is the only place users can generate Interim
Reports. For more information about generating an Interim Report, visit the Interim Reports
sub-chapter.

How to access the Workflow Manager:

Log in to TRACS and select the Workflow Manager icon from the Dashboard.

'bih uildlife Welcome, Yonah Cohen | profie | Help besk | tog Out

—“Pma e

Y Workflow Manager

..a User Management

’. Reports
L 4
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Project Proposal Workflow Tab

To search for an individual project:

Use the “Quick Search” bar on the Proposal tab to lookup a project by name or number. Tip: Searching
by project name will pull up search results including “exact” matches and “similar” matches. To pull up

the exact project, search using the Project TRACS ID number or Project Statement TRACS ID number.

Workflow Manager n

Q All statements in My Group(s|

To pull a filtered list of Project Proposals:

/PrupnsaIWurkﬂnw \.E W ance Wor |I||n
Quick Search (1960284797 ] m (2]
Filter Name ‘ Controls
Q All'In Progress' Statements In My Group(s) QsHa
Q All 'Proposal Pending Review' Statements In My Group(s) QsHa
Q Al 'Reviewed; Ready For Reporting' Statements In My Group(s) QsHea
Qesga

e On the Proposal Workflow tab, there is a list of standard filters that you can choose from such

as “All Proposal In Progress Statements in My Group(s)”. Click on a filter to open it.
e There is also the option to select New Filter (at the bottom left), which is covered in the sub-
chapter on Creating Filters for Workflow Manager.

e The results page will display with each project statement listed per row. Customize the results

page:

o Check in the lower right corner of the window to see if the search has produced multiple

pages.

o The window can be customized by the columns displayed, results per page, and sorted by

fields in the upper right.

o The Export button allows you to download an Excel spreadsheet displaying “All Columns” or
“Visible Columns”. Note that the “visible columns” option will download only the columns

you have selected, but for ALL of the pages of results.

o The rows indicate individual project statements, so projects that have multiple statements

will display more than once.

) [x]
oporatworkiow ([T
(IR 1 Proposs in Progress Statamants in My Groupls Framp

000 006000600000

Projects

O O

C

soo0azan

soas0sse

O0DDODOODDOTC

Columnz w  Resuhts per puge (15 =] sort ey [Statemen Nams: Az

S0003117 )
60256261 4

0239285 )

50258758

0257517 )

80264320 ) Afuneyor

0255079 )

60260617 )

50260585 {Z) Akcanado

Group.
35 8 Cuturs Lincticage | Wik 3o Sport i,

Division of Widife Cor{

ks Dipartment of

Wi snd Spert i,
Wi and Sport i)
Oiision of et i
Division of et s
Division of et Fish

Divtsion of Sport Fieh

Divtsion of ot s

054529 )

50200257
50250689 43

50258195 ) AcCh

o North Gait

578 rasuts found n 0,003 secoes.

o
=« EOE008-BR
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To open an individual project:
e C(Click on the hyperlinked name, which will open the Guided Process Tool.

e Avyellow warning indicates that some options are disabled because they are only available in the
TRACS mapper.

e Make any necessary changes and then click the X in the upper right to close the window.

-
‘ ‘ Guided Process Tool
-

Project: #60256261 — AKW-33 1.0 Moose Survey & Inventory FY13
Status: Active

Tasks Wl dit Project Data

1. Enter Project Data Some options are disabled because they are only available in the TRACS Mapper
2. Enter Project Statements Q
4
3. Generate Project(s) Proposal
Id
4. Associate Funding Source [ View/Edit Project Properties

To view or download the Proposal:
e C(Click on the Reports button to the right of a project to open a window where you can download
a copy of the Project Proposal in either HTML or PDF formats (note: Once the proposal has been
approved only the PDF is available).
o If the proposal has been approved, it will display in the Project Proposal Version box. Version 1
indicates the original approved version of the proposal. If the proposal has an amendment, it

will display as the next version and so on. Click OK to close.
Project Proposal Reports

Project Statement: 4.0 Brown/Grizzly Bear 5&I
Lead Pl Bruce Dale

Version Version 0 (Draft)

Workflow Status InProgress

Current Project Proposal Version Report

This project statement is not submitted and approved, so only a preview of the project proposal is available.

Preview Draft Project Proposal m m

Previous Project Proposals

Project Proposal Version Proposal
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To send one or more projects through the workflow:
e Check the box to the left of each project and click the Manage Selection button above. (Use the
Clear Selection button to uncheck all boxes). Note: In order to manage multiple proposals, they
all must have the same workflow status and meet all the validation rules.

Workflow Manager &

m All 'Proposal In Progress’ Statements in My Group(s)
Manage Selection Clear Selection JEEEaEHy Columns w Results Per Page
| | Controls | Project # | Project Name | Status ‘ Statement Name | Group | Agency | Workflow Status
) Reports 1960304516 0:0 CA - Statewide Hunter Education Draft CA - Hunter Classroom California In Progress
Broject (FY2015 Education: Training Departmen
shooting Range t of Fish and
Renovation Wildlife
™ Reports 1960304516 #_4 CA - Statewide Hunter Education  Draft CA - Hunter Classroom California In Progress
Project (FY2015 Education: Basic  Training Departmen
Hunter Educafion t of Fish and
FY 2015 Wildlife

e This will open the same workflow form available by going through the mapper to open the
Guided Process Tool. You can use the Workflow Manager or the Guided Process Tool to
send the project through the workflow steps.

e Validation information will appear at the top (select a project to view details in the lower
half of the screen). If there is missing information it will appear in a red “Error” message.
Errors must be fixed before proceeding, whereas "Warnings" which appear in yellow are
information and be bypassed.

Manage Multiple Project Statements

Current Project Statement Workflow Status: InProgress Workflow Diagram

This Project Proposal is In Progress. The details and objectives can be edited.

Project Statement Valid?
CA - Statewide Hunter Education Project (FY2015) CA - Hunter Educafion: Shooting Range Renovation Invalid
CA - Statewide Hunter Educafion Project (FY2015) CA - Hunter Education: Basic Hunter Education FY 2015 Invalid

[»

Preview Project Proposal m m

Project 08 CA - Statewide Hunter Education Project (FY2015) Valid
Statement CA - Hunter Education: Shooting Range Renovation Valid
Objectives SMART Invalid

Project Statement must have at least one objective and indicator.

2}

e Select the desired workflow process and click Apply Transition.
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o The proposal begins with a status of "In Progress". The editor (state or federal) will
need to select "Submit Project Proposal for Review" and apply the transition to
change the status to "Pending Review".

o The federal reviewer will have the option to select "Approve Proposal” or "Do Not
Approve Proposal". Once the project is approved, the status will display as
"Reviewed Ready for Reporting".

o If the data needs to be edited after the proposal has been approved, contact the
federal reviewer to rescind approval. The federal reviewer can “Rescind Approval
and Set to In Progress” which allows the state editor to make any changes and
submit the project for approval again. The other option to “Rescind Approval and
Set to Statement Pending Review” allows the federal reviewer to make changes.

Note: The system does not currently send automatic notifications, so you will need to
follow-up with the reviewer to let them know when the final report is pending their review.
Likewise, the federal reviewer should contact the editor when the proposal is approved or if
any revisions are needed.

Click OK to close the window.

Manage Multiple Project Statements x

Current Project Statement Workflow Status: In Progress Workflow Diagram
This Project Proposal is In Progress. The details and objectives can be edited.

Project Statement Valid?
CA - Statewide Hunter Education Project (FY2015) CA - Hunter Education: Shooting Range Renovation Valid
CA - Statewide Hunter Education Project (FY2015) CA - Hunter Education: Basic Hunter Education FY 2015 Valid

Preview Project Proposal m m

Project #74 CA - Statewide Hunter Education Project (FY2015 Valid
Statement CA - Hunter Education: Shoofing Range Renovation Valid
Objectives SMART Valid

Available Workflow Transitions
mp Submit Project Proposal for Review @

v OK
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Performance Report Workflow Tab

To search for an individual funding source:
The Performance Workflow tab is organized by funding source.

e Use the “Quick Search” bar on the Performance Workflow tab to lookup a funding source by
name or number. Tip: Searching by project name will pull up search results including “exact”
matches and “similar” matches.

e To pull up the exact funding source, search using the Award Number or Project TRACS ID
number.

e There is also the option to select New Filter (at the bottom left), which is covered in the sub-

chapter on Filters for the Workflow Manager.

T LI performance Workflow |

Quick Search | F12AF00474 I & search )
Filter Name | Controls
Q All 'Final Report Approved' Funding Sources In My Groupl(s) Qrzga
Q, All 'Final Report Due' Funding Sources In My Groupis) Qrsfda
Q, All ‘Final Report Pending Review' Funding Sources In My Group(s) Qrs8a
Q All 'In Progress' Funding Sources In My Group(s) Qsgea
Q All Funding Sources in my Groupl(s) Qrz@ga
Q All My Funding Sources (where | am designated the lead contact) Qrzga
Q, My Project Qrzsdea
Q, unassigned Qsrgea
[+ New e |
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To pull a filtered list of Performance Reports:

e This page is identical to the main page of the project statement tab with the exception that the

filters will based on performance reporting instead of project statements.
e Select a filter to open it. Use the Controls column to preview, edit, copy or delete a filter.

Workflow Manager C n

U LT performance Workflow |

Quick Search | ] @

Filter Name | Controls

Q. All ‘Final Report Approved' Funding Sources In My Group(s) Qs ea
Q. All ‘Final Report Due' Funding Sources in My Group(s) Qrsgea
Q Al 'Final Report Pending Review' Funding Sources In My Groupls) Qrga
Q All'ln Progress' Funding Sources In My Group(s| Qsga
Q. All Funding Sources in my Group(s| Qs a
Q, All My Funding Sources (where | am the lead contact) Qs a
Q, CO Backlog Projects Qrsgea

o The results page will display with each funding source award listed per row. This is because
the Performance Workflow is “grant-centric” instead of Project Centric. This means that
reports using the Workflow Manager are created at the grant level and therefore may
contain multiple projects associated with that one grant. To manage an individual project,
use the Guided Process Tool from the mapper instead.

e Customize the results page:
o When the results appear check in the lower right corner of the window to see if the

search has produced multiple pages.
o The window can be customized by the columns displayed, results per page, and sorted
by fields in the upper right.
o The Export button allows you to download an Excel spreadsheet displaying “All
Columns” or “Visible Columns”. Note that the “visible columns” option will download

only the columns you have selected, but for ALL of the pages of results.

Workflow Manager & n

DT NI performance Workflow |

T2 Al Final Report Due’ Funding Sources In My Group(s)

$export v

25 results found in 0.001 seconds.

Fr13

Columns v Results Per Page [ 15 [x] sortBy [Award Number: AZ [-]
Controls [ Award Number [ start Date | end Date | projects Project Names [Region | state [ #... | workflow status
[ manage | FO2AF00004  01/07/2002 02/28/2011 1960290797, 1960288968, 1960290803 1960290757, 1960288968, 1960290803 Regionl  Hawaii,Hawaii 3 FinalReportDue  |-|
m FO3AF00009 11/15/2002 02/27/2012 1960290740 HI - Statewide Boating Access (FY Region 1 Hawaii 1 Final Report Due
2013-2015/F2342342) Annette Tagawa
m FOSAF00012 07/01/2005 06/30/2013 1960288449 MP - 2015 CNMI Wildlife Action Plan jic Region 1 Commonwealthof 1 Final Report Due
the Northern
Mriana Islands
FOSAFO0018  07/01/2009 06/30/2016 1960283781, 1960283782, 1960283781, 1960: RegionS,  Maryland,Idsho, 3 Final Report Due
Region1 Idaho, Maryland
m FO9AP00218  09/10/2009 06/30/2014 1950283894 MN- Zippel Bay Boating Infrastructure Region 3 Minnesota 1 Final Report Due
Grant Program —KS
m F10AF00020 01/01/2010 12/31/2012 1960287165, 1960288964, 1960288967 1960287165, 1960288964, 1960288967 Region 1 Hawaii, Hawai 3 Final Report Due
[ manage | FI0AFD0258  10/01/2010  09/30/2011 1960359699 1960359699 Regions  Colorado, 1 FinalReport Due
colorado
m F10AF00510 07/01/2010 06/30/2011 1960303708 TX - Hunter Education Project (FY2015 Region 2 Texas 1 Final Report Dua
Training KIK)
m F11AF00187 10/01/2011 09/30/2012 1960291953 MP - Fich Aggregating Device Program FY  Region 1 Commonwealthof 1 Final Report Due
2014 (Frank Villagomez) the Northern
Mriana Islands
F11AF01068 01/01/2011 12/31/2012 1960294058 1960294058 Region 6 Colorado, 1 Final Report Due
colorado H
[ manage | FI2AF00037  01/12/2012 12/31/2013 1960283222 Mo - Boating Access- EML Region4  Mississippi 1 Final Report Due
m F124F00126 07/01/2012 06/30/2013 60254820 AKW-34 Hunter Information and Training ~ Region7  Alaska 1 Final Report Due

]l [ ]

v
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To manage the workflow for a funding source:

e Select the Manage button to the right. This will open the workflow form to manage all

projects associated with that funding source. Note: You can use the Workflow Manager or
the Guided Process Tool to send the project through the workflow steps.
e Error messages (in red) and warnings (in yellow) will appear at the top of the window. Errors

must be fixed before proceeding, whereas "Warnings" which appear in yellow are

information and be bypassed.

Performance Workflow: Funding Source #60006637 F10AFD0020

Current Performance Workflow Status: Final Report Due

submitted for review

Workflow Diagram

This Finding Source has reached the End Date and a Final Report is due. Actions can be created to address the objectives of the
Project Proposal and should be finalized before submission. When ready, the Final Report for this Funding Source should be

This Funding Source has one or more Addressed Objectives with a validation warning.

View All Addressed Objectives
Preview Final Report m m

Available Workflow Transitions

Before submitting a final report, please ensure that all the desired addressed objectives are entered.

<@ Returnto In Progress @
W Submit Final Report for Review @

+ 0K

Click on the View All Addressed Objectives to view a list of all of the objectives associated

with that grant. Tip: Actions that will be included in the Final Report should have a status of
"Completed". Select an objective to view validation details. To return to the previous screen,

click Done.

View Addressed Objectives x

Funding Source: F10AFO0020
Period of Performance: All Periods of Performance  Addressed Objectives: 4

deck with a higher quality
aluminum decking by September

D [ objective [ Reported value [ Reported Date [ Action [ action sta... [ vaia?

1 Renovate one boat dock at 1.0 12/20/2013 Boat Dock Renovation  Active Warning: |~
‘Wailoa River State Park by
replacing the existing wooden

30,2014
1 Renovate four boat dock at 4.0 03/01/2013 Renovate Kewalo Basin ~ Active
Kewalo Basin by replacing the docks
existing wooden deck with a vl
i
Objective ID 1 Valid =
Objective Renovate cne boat dock at Wailoa River State Park by replacing the existing wooden deck with a higher quality aluminum  Valid
decking by September 30, 2014
Indicator 1 Number by 09/30/2014 Valid =
Reported Value 1.00n12/20/2013
Warning: Date Reported is after the funding source reporting period (90 days after End Date)
Results Valid
Significant =
i v

145



o Select the desired workflow process and click Apply Transition.

o The final report begins with a status of "Unassigned" before the funding
source has been associated with the project by WSFR (Step 4 Associate
Funding Source in the Guided Process Tool).

o Once the funding source is associated with the project, the system should
automatically change the status of the Performance Report to “In Progress” (if
the status does not update contact the Help Desk).

o When the final report is due, the editor (state or federal) will need to select
“Set Final Report Due” and click Apply Transition.

o The state or federal editor will need to select "Submit Project Proposal for
Review" and apply the transition to change the status to "Pending Review".

o The federal reviewer will have the option to select "Approve Final
Performance Report" or "Do Not Approve Final Performance Report".

o Once the project is approved, the status will display as "Approved Final
Performance Report".

o If the data needs to be edited after the proposal has been approved, contact
the federal reviewer to rescind approval. The federal reviewer can “Rescind
Approval and Set to In Progress” which allows the state editor to make any
changes and submit the report for approval again. The other option to
“Rescind Approval and Set to Final Report Pending Review” allows the
federal reviewer to make changes.

Available Workflow Transitions

<@ Returntoln Progress @
- Submit Final Report for Review @

+ OK

o Note: The system does not currently send automatic notifications, so you will need to
follow-up with the reviewer to let them know when the final report is pending their
review. Likewise, the federal reviewer should contact the editor when the final report is
approved or if any revisions are needed.

146



To preview and generate reports:

e From the Performance Workflow tab, find the funding source for the project(s) and select the
Reports button.

vt |
m All "Final Report Due' Funding Sources In My Group(s) ¥ Export v
Columns w  Results Per Page [ 15 [=] sertBy [Award Number: AZ [~
Controls ‘ Award Number | Start Date ‘ End Date ‘ Project #s Project Names ‘ Region ‘ State | ... ‘ Workflow Status
m FOZAFO0004  01/07/2002 02/28/2011 1960290797, 1960288968, 1960290803 1960290797, 1960288968, 1960290803 Region1  Hawal,Hawaii 3 Final Report Due
FO3AF00009 11/15/2002 02/27/2012 1960290740 HI - Statewide Boating Access (FY Region 1 Hawail 1 Final Report Due
2013-2015/F2342342) Annette Tagawa
FOSAFO0012 07/01/2005 06/30/2013 1960288449 MP - 2015 CNMI Wildlife Acticn Plan jlc Region 1 Commonwealthof 1 Final Report Due
the Northern

e The Performance Reports window will open for that funding source. The tabs allow you to work

with Interim or Final reports.

o The Interim Reports tab allows you to generate an ad-hoc interim report. See the next
chapter for more information.

o The Final Report tab allows you to preview the final report in HTML or PDF formats. Note:
The final report is a full comprehensive report based on the funding source, but will only be
a preview until the final report has been approved. Once it is approved, the PDF will be the
only option.

o Click Ok to close the window.

Performance Reports: Funding Source #60011855 FO9AF00018

Award Number: FOSAFDO018

Start Date: 07/01/2009

End Date: 06/30/2016

Periods of Performance: 7

Performance Workflow Status: Final Report Due

View All Addressed Objectives 2]

Interim Reports [UE] Report]

‘ The final report for this Funding Source is not submitted and approved, so only a preview of the final report is available.

Preview Final Report m m

+ 0K

e To close the Workflow Manager, click the X in the upper right.
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Filters for Workflow Manager

The Workflow Manager opens on the filtering and search options page. This window allows you to
search for a project by name or number in the "Quick Search" box or to select, edit or create a filter to
customize your search results.

Both the "Proposal Workflow" and "Performance Workflow" tabs have default filters that allow you to
look up projects in your group(s) that are in various stages of approval. Your group refers to the
agency/department/region that you access to in TRACS.

e Default filters for the Proposal Workflow tab:
o All'In Progress' Statements in My Group(s)
o All'Proposal Pending Review' Statements in My Group(s)
o All 'Reviewed Ready for Reporting' Statements in My Group(s)
o All Statements in My Group(s)

@ httpsi/tracs fws.gov/dat: X \_Y

€ - C |[ https://tracs.fws.gov/data_tracs/dt/dashboard w . =
(oo ()

Quick Search [ ] 0, e

Filter Name ‘ Controls

Q All'in Progress' Statements in My Group(s| Qvia

Q Al ‘Proposal Pending Review' Statements In My Groupls) Qs a

Q All'Reviewed; Ready For Reporting' Statements In My Group(s] Qrzga

Q Allstatementsin My Group(s Qrvzga
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e Default filters for the Performance Workflow tab:

All 'Final Report Approved' Funding Sources in My Group(s)

All 'Final Report Due' Funding Sources in My Group(s)

All 'Final Report Pending Review' Funding Sources in My Group(s)

All 'In Progress' Funding Sources in My Group(s)

All Funding Sources in My Group(s)

All My Funding Sources (where | am designated the lead contact): note the lead contact refers
to grantor/grantee contacts marked as a lead contact on the funding source form.

O O O O O O

@ nttps//tracsfws.gov/datz X

€ = C |[ https;//tracs.fws.gov/data_tracs/dt/dashboard g ' =

Workflow Manager & u
B e ipre e e et
Performance Workflow |

Quick Search |

Filter Name I Controls

Q All ‘Final Report Approved" Funding Sources In My Group(s) Qv Ej] a
Q All Final Report Due' Funding Sources In My Group(s| Qe @ a
Q All Final Report Pending Review' Funding Sources In My Groupls| Qy @ a
Q All'in Progress' Funding Sources In My Groupls| Qrviga
Q All Funding Sources in my Groupls| Qs a
Q All My Funding Sources (where | am designated the lead contact Qrvigaea

In addition to the default filters, you also have the option to create a "New Filter". This allows you to
create a custom filter based on the rules you set up.
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To create a new filter:

1. The New Filter button at the bottom of the window allows you to create a custom filter.
2. Enter a name for the filter (optional: enter a description).

3. Click on the Rules tab.
e ttr x|

Name colorado Unassigned Funding Sources |*e
Description || o
s Changes Made Filter is invalid. Filters must have a name, a match type and one or more valid rule:

4. Click Add Rule to add one or more rules for your custom filter.

e Use first drop down menu on the left to select a rule (see the Filter Rules Table at the
bottom of the page for information).

e Use the second drop down menu that appears to the right of the rule to add the criteria that
it must meet (i.e. "is", "is not", "is one of", or "is not one of").

e Add additional rules following the steps above.

e Tip: Use the "Preview" button to "test" your filter and view a list of projects that meet the

filter rules.
P
Match of the following rules + Add Rule
[ Grantee state =] s [+] [colorado -] €
[workflow status [ ] [iis [ ] [standard performance Workflow [+]

[ Unassigned \ hd |

« Save m Changes Made
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e Click Save and Close. The custom filter will display on the main window.

@ https://tracs.fws.govitrain X

€ - C [ httpsi//tracs.fws.gov/training/data_tracs/dt/dashboard PN - | =

Workflow Manager C n
Performance Workflow |

Quick Search [ ] | Q. search [>)

Filter Name I Controls

Q All ‘Final Report Approved' Funding Sources in My Group(s| Qrvzgea
Q All 'Final Report Due' Funding Sources in My Group(s) Qv g a
Q All ‘Final Report Pending Review' Funding Sources in My Group(s) Qrszgea
Q All'in Progress' Funding Sources In My Group(s) Qervga
Q All Funding Sources in my Group(s| Qrzgea
Q All My Funding Sources (where | am designated the lead contact] Qv a
Q Colorado Unassigned Funding Sources Qrvzhea

+ New Filter

e  Click on the filter to open it. The Controls (right side) include:
o Preview Filter
o Edit Filter
o  Copy Filter
o Delete Filter
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Filter Rules Metadata:

There are many rules that you can use to create a custom filter on the proposal tab or performance
workflow tab. Keep in mind that the Proposal tab searches by Project Statement, whereas the
Performance Workflow tab searches by Funding Source.

Some examples of filters you could create:

e Create afilter to find project statements belonging to a particular group or agency that are "In

Progress" or "Pending Review". To create this filter, add a new filter on the Proposal tab with a

rule to search for "Project Group is the agency/department". Then add another rule to search by

"Project status is one of 'In Progress' or 'Proposal Pending Review'".

e Create afilter to find funding sources that are unassigned (in other words, funding source
awards in FBMS that have not yet been assigned to a project in TRACS). To create this filter, add
a new filter on the Performance Workflow tab with a rule to search for "Workflow Status is
Unassigned", then add additional rules to narrow the results by agency, region, and/or grant
specialist etc.

Proposal Workflow Rules

Rule

Lead PI

Primary
Agency

Project
Group

Project State

Project
Status

Workflow
Status

Description

This refers to the Principal Investigator on the Statement Properties Form -
Properties tab

This refers to the Primary Agency on the Project Properties Form - Properties tab

This refers to the Project Group on the Project Properties Form - Groups tab

This refers to the state where the project shape is located.

This refers to the Project Status on the Project Properties Form - Properties tab

This refers to the Workflow Status that is displayed to the right when "Generate
Project Proposal" is selected from the Guided Process Tool
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Performance Workflow Rules

Rule Description
End Date This refers to the End Date on the Project Properties Form - Properties tab
Grant . . .
This refers to the Grant Program on the Funding Source Form - Properties tab

Program
Grant . .

o This refers to the Grantor/Grantee on the Funding Source Form - Contacts tab
Specialist
Grantee . .
Agency This refers to the Grantee on the Funding Source Form - Grantees and Grantors tab
Grantee This refers to the region where the Grantee is located
Region
Grantee . .
State This refers to the state where the grantee is located
Lead PI This refers to the Principal Investigator on the Statement Properties Form -

Properties tab

Project . . . .
Group This refers to the Project Group on the Project Properties Form - Groups tab
Region This refers to the region where the project shape is located
Start Date This refers to the Start Date on the Project Properties Form - Properties tab
State This refers to the state where the project shape is located
Workflow This refers to the Workflow Status that is displayed to the right when "Submit
Status Performance Report" is selected from the Guided Process Tool
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Generating an Interim Report

The Workflow Manager is the only place users can generate Interim Reports. An interim performance
report is not saved as a static report in the TRACS system; instead it can be generated on-demand and
does not require any approval steps.

Keep in mind that the final performance report workflow is available through the Guided Process Tool
on the Mapper or using the Workflow Manager.

Note: The Performance Workflow tab on the Workflow Manager is organized by funding source, not by
individual project (i.e. Final or Interim Report generated using the Workflow Manager include ALL
projects associated with that funding source and cannot be generated individually).

Tip: To generate an interim report, a funding source must be associated with the projects that will be
included in the report. The actions that will be included must have a status of “Active” or “Completed”
and the “Objectives Addressed” tab must be filled out (either for Narrative or SMART objectives). The
“Reported On” date must fall within the Period of Performance in order to generate an Interim Report
for that time frame.

1. From the Workflow Manager main page, select the Performance Workflow tab.

2. Select one of the filters or use the “Quick Search” bar to lookup a funding source by name or
number. Tip: Searching by project name will pull up search results including “exact” matches and

“similar” matches. To pull up the exact funding source, search using the Award Number or Project
TRACS ID number.

Quick search | ) Q

Filter Name. [ controls

Q Al Final Report Approved' Funding Sources In My Groupls) Qrsga
Q All Final Report Due' Funding Sources In My Group(s Qrsga
Q All 'Final Report Pending Review' Funding Sources In My Group(s| QrHa
Q Al 'in Progress' Funding Sources In My Group(s) Qrszaa
Q_ All Funding Sources in my Groupls Qrsga
Q_ All My Funding Sources (where | am the lead contact) Qrsga
Q CO Backlog Projects QrsrHa

3. The Results page will open. Find the Award Number for your project(s) and select the Reports
button to the left.

Workflow Manager C u

Performance Workflow |

@) A1 Final Report Due' Funding Sources In My Group(s) $export v

Columns v Resuts per Page (15 [7]  Sort By [Award Number: AZ 8]

Controls [ Award Number [ startpate  [Endpate | project s Project Names [Region [ state [#... [ workftowstatus
0 EED0) roveoccr OV 09O 196020075, ISGO2SESGS 90290803 1560250797, 1960289968, 1560250803 Regond  HawalHawall |3 FinalReportoue |

m FO3AF00003 11/15/2002 02/27/2012 1960290740 Hi - Statewide Boating Access (FY Region 1 Hawaii 1 Final Report Due
2013-2015/F2342342) Annette Tagawa

m FOSAF00012 07/01/2005 06/30/2013 1960288449 MP - 2015 CNMI Wildlife Action Plan jlc Region 1 Commonwealthof 1 Final Report Due
the Northern
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4. The Interim Reports tab will open and display the award details at the top of the window.

Performance Reports: Funding Source #60011855 FO9ARM0018

Award Number: FOSAFDO018

Start Date: 07/01/2003

End Date: 06/30/2016

Periods of Performance: 7

Performance Workflow Status: Final Report Due

View All Addressed Objectives 2]

(Interim Reports

@® standard Period of Performance | Period 1 (7/1/2009 through 6/30/2010) -]

(O Custom Pericd of Performance through

5. Select the date range by choosing:
e Standard Periods of Performance: select the year from the drop down
or
e Custom Period of Performance: select the start and end dates from the calendars

6. The Selected Period of Performance (PoP) will display based on the selected dates.

e If the date range selected does not have any “Addressed Objectives” that have a reported

on date within the Period of Performance, the following warning message in yellow will
appear.

Performance Reports: Funding Source #1960025992 F10AFD0634 x

Award Number: F10AFD0634

Start Date: 9/7/2010

End Date: 10/29/2012

Periods of Performance: 2

Performance Workflow Status: In Progress

View All Addressed Objectives 7]

Interim Reports

One or more Addressed Objectives has a Reported Date that does not fall within any Period of Performance.

® standard Period of Performance | Peried 1 (9/7/2010 through 9/6/2011) [-]

(O Custom Period of Performance through

Selected Period of Performance (PoP)

Start Date 9/7/2010
End Date 9/6/2011
Addressed Objectives View PoP Addressed Objectives 7]
View Performance Report m m
« 0K
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7. Click the View PoP Addressed Objectives button to view objectives that will be included in the
report. Click on an objective to review any warning or error messages that may need to be fixed. If
no objectives are displayed, it is because there are none within that Period of Performance (PoP).

8. The Interim Report is available to view or download by selecting the HTML or PDF buttons.
e TIP: In order to generate an interim report, the “Reported On” date for the objectives must fall

within the selected Period of Performance. This error message below will appear if there are no
objectives that fall within the Period of Performance selected for the report.

Cannot create interim report: No Addressed
Objectives found for selected period.

[oc]

To edit the “Reported On” date:

e Click on the View All Addressed Objectives button at the top of the window to see all objectives
regardless of date. Click on an objective to view additional details in the lower half of the screen.

View Addressed Objectives x

Funding Source: F10AF00634
Period of Performance: All Periods of Performance  Addressed Objectives: 1
1D | Objective | Reported Value | Reported Date | Action | Action Sta... | Valid?
statement has narrative narrative results 9/7/2013 Bat Surveys and Project  Active
objectives Oversight
Project 74 CO - Statewide Bat Survey Project YRC Valid k|
Statement CO - Statewide Bat Survey Project Valid
Action Bat Surveys and Project Oversight Valid
Action Fed Est. Cost 541,219 Valid
Action Non-Fed Est. S0
Cost
Objective ID Valid
Objective staternent has narrative objectives Valid o
" v

e C(Click on the Guided Process Tool link for the project.
e Select task 5. Enter Action Data on the left.
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Select the View/Edit Action Properties link below the action.

Select the Objectives Addressed tab and click on the gray box in the lower half of the screen.

Select the Edit button.

Action #1960315230 Bat Surveys and Project Oversight

Properties  Categories Contacts EeJiIoUILLEITILE Interim Measures Addressed  Habitat  Species  Related Actions

Project Statement [ | - | 2]
Objective | |v| =)
Indicator | @

Addressed Objectives @

Project Statement: 1980315229 - CO - Statewide Bat Survey Project
Funding Source: F10AFOD634

Reported: 9/7/2013

for signs of WNS an...

Results To collect data on bats in Delaware that will be used to decide how to best protect Delaware cave and tree bat species, to monitor

(o sove I cone

Select the calendar icon to change the date. In order to include this result in the Interim Report,
the date must fall within the desired Period of Performance. Click OK and then Save and Close

the action.

Project Statement: 1960315229 - CO - Statewide Bat Survey Project
Funding Source: F1I0AFO0634
Funding Source Dates: 9/7/2010 - 10/29/2012

Date Reported *

09/07/2013 4 September 2013 * »

TW T E S

3 4 5 6 [z] lad to decide how to best protect Delaware cave and tree bat species, |4)
in Del e bats and toimp to conserve bat species

10 11 12 13 14 lesof WNS spreading from Delaware locations to other bat sites.

17 18 19 20 21 plbatsand colonies by continuing maternity colony monitoring via

y catches at benchmark sites: 3. We anticipate between 90 and 120

24 25 26 27 28 foughout the state. b. We anticipate conducting five to ten catches at

©s in close proximity to benchmark sites. 2. Continue winter

s at five to seven locations. b. Conduct bi-monthly rapid search surveys

kon. 3. Conduct surveys targeting rare species; especially Myotis

7 T lucifugus (little brown bat). Do active and passive acoustic

monitoring at five to twenty locations throughout the state to try to find locations of rare bat species. Follow-up with

catchesin places where target species are detected. Implement radio-telemetry of target species if captured and

sufficient staff available for telemetry work. 4. Conduct acoustic monitoring: a. Continue with volunteer acoustic transect

routes. We plan to coordinate volunteers to run seven transect routes one to three times. Staff biologists will conduct

surveys if volunteers cannot. b. Three passive bat detectors (detectors left unmanned for a period of time) will be

deployed in potential migratory pathways or locations where rare bats species might be found. Each detector typically

records tens of thousands of bat passes per year. 5. Continue bat box project a. We anticipate working with up to three

Eagle Scouts (depending on interest) to produce as many as 30 bat boxes. The bexes will be donated to landowners

wishing to provide alternate housing for bats excluded from buildings. Landowners wishing to attract bats will also be
dered 6 Maint. with ather hat hiol and i dpartieca in182a

«|
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Lesson 21: FBMS Reports in TRACS

This chapter provides some information about the FBMS Reports available in the TRACS live system
(note: they are not accessible from the TRACS Training Environment).

What are FBMS Reports?

The Financial and Business Management System (FBMS) is the Department of Interior enterprise
financial system implemented and rolled out to all Department Bureaus. The TRACS system provides the
"Reports" module on the Dashboard to allow state users to access reports from FBMS.

Where can | get more information about how to access FBMS Reports?
Information about FBMS is maintained by the Financial Assistance Systems Branch.

For current information about FBMS reports and how to access them in TRACS, visit:
https://fawiki.fws.gov/display/WRUG/WSFR+Reports+User+Guides+Home

How do | use the Custom “Disassociated FBMS Funding Source Report”?

As of August 2016, a new custom report is available in the Reports Module in TRACS to help users track
the backlog of grants that need to be entered into TRACS.

The “Disassociated FBMS Funding Source Report” generates a spreadsheet of all funding sources
imported into TRACS from FBMS that are disassociated from project data. The criteria for ‘disassociated’
is that the funding source is in the initial TRACS workflow status “Unassigned” and the funding source is
not associated with any Project Statement (including Legacy Records). Disassociated funding sources
should be addressed as part of the data entry backlog.

Tip: Google Chrome is the recommended browser to download this report.

1. Open the Reports Module from the Dashboard.

0 =

Welcome, Yonish Cohen et s 0 | oy .

B g

2. Select the Custom Reports tab on the left and click on the Disassociated FBMS Funding
Source Report to expand the window.
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e Select the Region and the Grant Program(s). You have the option to select “All Grant
Programs” at the top or use the Ctrl key to select more than one program from the
list if needed).

€« C' | @ https://tracs.fws.gov/data_tracs/fbmsReports/custom ity =

@ T INALS Tracking and Reporting on Actions for Conservation of Species

Report Type: Custom Reports

The following reports are additional reports generated by the TRACS application.
>> FBMS Reports

To download a report, click a report item and select the required filter options. Click the "Download"” button to save
Custom Reports >> X
the report to a location on your computer.

AVAILABLE REPORTS

Disassociated FBMS Funding Source Report

Description: This report generates a spreadsheet of all funding sources imported into TRACS from FBMS that are
disassociated from project data. The criteria for 'disassociated’ is that the funding source is in the initial TRACS
workflow status "Unassigned” and the funding source is not associated with any Project Statement (including
legacy records). Disassociated funding sources should be addressed as part of the data entry backlog.

Data Source: Generated on demand from TRACS application data.

Note: Multiple Grant Programs can be selected by holding down the Ctrl key.

Download for: Region ¥ Grant Program All Grant Programs
FWS Region 1 Aquatic Education (Freshwater)
FW5 Region 2 Aquatic Education (Marine)
FWS Region 3 Boating Access (Freshwater)
FWS Region 4 Boating Access (Maring)
FWS5S Region 5 X
R Boating Infrastructure Grant Program
FW3 Region 6 ) )
FWS Region 7 CIAP Coastal Area Conservation, Restoration -
FWS5S Region 8

Download

Wildlife & Sport Fish Restoration | USA.gov | Department of the Interior | About the U.S. Fish and Wildlife Service

Accessibility | Privacy | Notices | Disclaimer | FOIA

3. Click the Download button in the lower right to download the search results report as an
Excel spreadsheet.

Note: This report displays all funding sources in TRACS that have a workflow status of
“Unassigned” and are not associated with any Project Statement (including legacy records).

The TRACS team is working on mapping the FAIMS ID to the FBMS number in order to
remove the legacy records from the report. Currently, legacy records will display the FAIMS
ID on the report in lieu of the FBMS SAP/PO number.

Tip: To view or remove the legacy records from the report, sort the report by date or award

number (note: the two digits in the prefix of the award number indicates the Fiscal Year, e.g.
FO8AF00011 = FY 2008). Records after FY 2012 should reflect the current backlog of projects
that need to be entered onto the mapper (without legacy records).
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Lesson 22: Project Structure and Tips

Project Structure Overview

e Project: geo-spatially represented, defines overall type of work
e Project Statement(s): correlate desired outcomes, actions and costs
e Objectives: specific goals that will be reported as actions

Indicator 1

WSFR Approved:
Ready for Reporting

. .| Project
PI'OjeCt “| Statement

Objective 1

Performance
Report

Objective 2

Actions address Objective Indicators,
which are tied to the Project Statement

Project Tips

e Design the project with reporting needs in mind

e Fields for public display should be written in common language free of scientific jargon
and acronyms (fields will display eye icon & )

e TRACS project information is not meant to have the level of detail required in a thesis or
scientific paper, so remember to summarize and shorten lengthy narratives whenever possible

e Write or outline the project proposal and save in an electronic copy (i.e. Word or PDF) then copy
and paste into the appropriate TRACS fields

e Well written and organized projects can be copied in the future for similar/ongoing projects
(such as Operations and Maintenance) using “Copy Project”

e Think “backwards” in terms of objectives and actions to determine approach (Use the TRACS
Action Level Spreadsheet to “reverse engineer” the project based on the desired outputs)

e Make the objectives “SMART” instead of narrative
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TRACS affords many possible grant/project structures. All projects, regardless of TRACS structure, should
result in the same reportable TRACS ACTIONS.

e Two basic methods:
e 1:1 One Project and One Project Statement
e 1: 2+ One Project with Multiple Statements (used for multi-year or multi-grant programs)

e Design Factors:
e  Workload: one project with multiple statements can share a project properties reducing
workload
e Public Perception: what does the public see? One project vs. many projects in the same
location (ex. multi-year project)
e Spatial Data: project with multiple statements should all have the same project boundary

e Complexity: how many projects or project statements can be effectively managed in the
workflows

Tip: To simplify the project design and reduce workload, be a "lumper" instead of a "splitter" by creating
one project with one project statement for one grant award whenever possible. Add detail to the
approach and use the objectives, indicators and actions to differentiate and report on the types of work
being done.
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Lesson 23: Adding Attachments

Attachments may be added at the plan, project or action level.

Important Note: Any documents containing Personally Identifiable Information (PIl) should NOT be

uploaded to TRACS. PIl information should be redacted if stored in TRACS, or the sensitive documents
should be stored only as hard copy in the permanent administrative record. These documents will not
automatically transmit to the WSFR Office (but can be accessed within TRACS by other users).

1.

From the Guided Process Tool, open Task 1 Enter Project Data or Task 5 Enter Action Data.
Select the View/Upload Project Attachments link located in the right panel.

LY uvirdrife

-
$ § Guided Process Tool
a«/

Project: #1960283529 - NE - Trout Hatchery Operations - FY 2014-2016

Status: Active

Tasks |

‘ Enter Action Data

1. Enter Project Data

2. Enter Project Statements

3. Generate Project(s) Proposal
4. Associate Funding Source

5. Enter Action Data

6. Enter Estimated Cost

7. Submit Performance Report

== Create New Action

Action: #1960283574 — Stocking and culture for trout species: rainbow, brook and brown trout
Start: 10/01/2013 End: 09/30/2014

Q, Zoom to Action Location

# Edit Action Shape

# Replace Action Shape

[} view/Edit Action Properties
[T View/Edit Interim Measures 51

|:|:|View,r‘Up\oadAc‘t\onAﬁachmen‘t;ta] ]

f View Action Summary Report
€ Delete Action

[+]

[T

2. Click the Add Attachment button.

Attachments

4+ Add Attachment...

Title

‘ Original File Name

Attachment Type Upload Date Controls

3.

Fill out the Attachment Details form:
e Select the Attachment Type (e.g. document, map, photo, video).
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4. The attachment will be listed in the attachment grid once it is successfully uploaded.
In the Control column the three controls allow you to download, edit or delete the

Click the Browse button to locate and select the local source file.

Enter the Title, Author and Abstract/Caption.

Indicate if the attachment is Performance Related by selecting "Yes.” A link to the

attachment will be included in the performance report.
Click the Save button.

Attachment Details Form

Attachment Type l Photo

[-]* @

File

Title
Author

Caption

Phase

Is Performance Related?

[ sove ] cone

(MG _1565.176.j0g

Browse...

[Boat Dock Rencvation Site

|+

[John smith

|+

Lake Charles Boat Dock Renovation
Site

[ Before

#ves @

attachment.

Select the attachment to see a summary and preview below.

Click OK to close the Attachment form.

Atiachments
= Add Attachment...
Title | Original File Name | Attachment ... | Upload Date | Controls
Boat Dock Renovation Site np_construction.jpg Photo 04/15/2015 Hea

U | Attachment Summary

Author John smith

Type Photo

v 0K

Title Boat Dock Renovation Site

Original File Name np_construction.jpg

Uploaded By Yonah Cohen

Lake Charles Boat Dock Renovation Site
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Lesson 24: Legacy Data

This chapter covers how to locate and complete legacy projects in TRACS. The term “legacy” refers to
projects that were originally entered into the Federal Aid Information Management System (FAIMS).

The Legacy module in TRACS is designed to allow WSFR to locate, modify and complete a grant entered
in FAIMS by using the TRACS system. When FAIMS was decommissioned in 2012, projects were
transferred into TRACS and many of those projects still need to be completed administratively to comply
with federal regulations for reporting.

Only users with WSFR level permissions have access to the Legacy Module in TRACS and are responsible
for closing out active legacy records by completing any missing fields.

Please go to the next sub-chapters for more information on:
e Understanding Legacy Grant Information
e locating a Legacy Project
e Completing a Legacy Project

A Brief History of FAIMS...

Prior to 2012, the Federal Aid Information Management System (FAIMS) was used by the Wildlife and
Sport Fish Restoration Program (WSFR) to track grant information and in some cases, accomplishment
data. On October 1, 2012 the U.S. Fish and Wildlife Service decommissioned FAIMS and transitioned
financial reporting to the Financial and Business Management System (FBMS), the enterprise-wide
financial system for all bureaus of the Department of Interior.

TRACS was developed and released as the project tracking and performance reporting system for
projects funded by WSFR administered grants. In order to reduce data entry for TRACS users, relevant
FAIMS data was migrated to TRACS. Legacy data is defined as FAIMS data that included a Project and/or
Accomplishment record.

NOTE: If a grant had no project or accomplishment data in FAIMS, the grant level information was not
converted to TRACS and will need to be entered in the standard (non-Legacy) format using the Guided
Process Tool from the mapper.
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24a. Understanding a Legacy Grant

This sub-chapter covers how to understand legacy grant reports.

TIPS:

1.

Decipher grant program and the activities from the grant ID and project name on the
performance report. Review the “What’s in a Performance Report File Name” examples below.
Read the performance report, front to back, before entering it into TRACS. This will help you
understand what the grant is about (who, what, why, where, and how many) prior to updating
the TRACS Legacy module.

What’s in a Performance Report File Name?

Legacy Grant Naming Convention: State Abbreviation Funding Source Number (FAIMS Identifier as prefix-

number-FAIMS code-number) Project Name

Grant Program FAIMS Code | Activity

Development

Habitat Management

Technical Assistance

Lands Acquisition

Research, Survey or Monitoring

Prefix

W Wildlife Restoration

F Sport Fish Restoration

T State Wildlife Grants (SWG) Traditional
u SWG Competitive

E Endangered Species

FW Sport Fish and Wildlife Restoration

Boating Access

Education and Shooting Ranges

Coordination

Development, Boating

Example #1: “SD F12AF0094 (I—84I—25) Intensive Fisheries Management on Selected Lentic Waters.”

The yellow-highlighted prefix of “SD” is the state abbreviation.

The underlined text starting with F is the funding source number.

The green-highlighted prefix “F” in the FAIMS Identifier indicates the grant program.

The blue-highlighted letter “D” indicates the activity.

The project name provides more detail.

Therefore, the file name identifies that this as a Sport Fish Development grant on South Dakota
Lentic Waters. Use this information to complete the Project Name, Categories, and Description
in Task 1 of the Guided Process tool.

Example #2: “UT F12AF00726 ([f-29-FiM-1) Statewide Habitat and Technical Assistance.”

The file name identifies that this is a SWG-funded grant in Utah focusing on habitat
management and technical assistance.
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Example #3: “NE F12AF00826 (.—109'—1 7) Wildlife Friendly Fencing in Natural Landscapes”

e The file name identifies that this as a Wildlife Restoration funded grant in Nebraska focusing on
technical assistance pertaining to wildlife fencing.

Example #4: “NE F11AF01126 (EW-6-€-73) Wildlife Friendly Fencing in Natural Landscapes”

e The file name identifies that this as a combination of Sport Fish and Wildlife Restoration funds
focused on fish and wildlife management and coordination.
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24b. Locating a Legacy Project

1. Login to TRACS and select the Legacy Data button from the Dashboard window.
= ) | )

@ https.//tracsfws.gov/traini X '\

d?timeout=true v B =

&« C' | [ https://tracs.fws.gov/training/data_tracs/dt/da

ﬁ&lﬂildlife Welcome, Yonah Cohen | profile | Help Desk | Log Out

_‘ﬂm

Y
Workflow Manager
L) £

..a User Management

2. Select the Search Grants button (preferred method). Note: The Project Search option is
available as well, which will open the Guided Process Tool search window.

‘ Find Legacy Data | |

Q, search Grants Q search Projects Project ... ‘ Legacy ... | Start Date

3. Inthe Search box, enter part of a funding source SAP/PO Number, FAIMS Agreement name or
description (e.g., WA-W-83-HS-41 or F11AF00115). Click Search at the bottom left.
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Search for WSFR Grant

Funding Source Search Criteria

Search [Eﬂterpart of o funding source SAP/PO Number, FAIMS Agreement nome, description or TRACS ID. J

Q, Advanced Search

Search Tips:

First try searching by using the FAIMS ID (referred to as the SAP/PO number), ex. FW-6-C-73.

Make sure to enter with the dashes. The search will work with or without the State Abbreviation

first.

TIP: If you don’t find the grant, erase the last section of the grant ID and try the search again. If

you still don’t find the grant, erase the next section and so on to try to expand your search.
Another option is to search using the funding source number (example: F10AF00706)

If the grant is not located, click on the Advanced Search button in the lower right of the window.

Use the additional information from Step 1 in this guide to locate the grant. Search using the

State ID, grant program and/or project description. (The start and end dates search is not fully
functional, so it may not work).

Advanced Search window

Search for WSFR Grant

Funding Source Search Criteria

Award Number

Description

Grant Program

State

Amount

Dates

FAIMS Grant Agreement | Enter full or partial FAIMS Grant Agreement

|}vEnterqu or partial award number

| Enter part of description text

[ Select grant program

[ Select recipient state ] - |

Min: | | Max: |

Start: | End: |
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4. Select the Search button located in bottom left hand corner to open a list of results. Click on the
correct funding source to highlight it in blue, then click Select.

Search for WSFR Gramt

Funding Source Search Results

W Select =+ New Search
D ——|

5. The legacy project list will open. On the left side panel, the conversion details will display
including the FAIMS Grant Agreement, PO/Award Number, Funding Source Name, Start Date
and End Date.

—
f—

Legacy Data

| Find Legacy Data | | Legacy Projects |

Q, Search Grants Again Q, search Projects Selected Segment: NE-W-20-HM-1 (F10AF00706)
View All Segments for NEEW-90-HM

A e U L Project Name | [startpate [ Endpate | Project# | controls
NE Habitat Restoration on WMAs Tue Feb 1600 Thulan31l 359014 s
PO/award Number F10AF00706
Habitat Restoration A#2 Tue Feb 1600 Thulan31 360665 4

Amendment Number 3

Funding Source Name  NE-W-90-HM-1, AM 7
HABITAT RESTORATION ON

WMAS
Start Date 02/01/2010
End Date 01/31/2013
< |
Close
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You may find multiple records or segments associated with your grant. You can sort

them by clicking the Start Date column header.

What is a segment? For multi-year projects, or grants that were amended after

approval, additional FAIMS entries were created. If multiple records are associated with
your assigned report, it is up to you to find the original grant proposal entered from the

list.

Note: The duplicate warning screen is displayed if there were multiple project records in FAIMS
with a non-unique Project ID and Name. In this case, the legacy project serves as a placeholder
for multiple grant segments. The project with the most recent open grant segment will appear
in the Active list.

€

s -
2V uildiife ‘ ‘ Guided Process Tool
-

This legacy project is associated with multiple legacy grant segments. Click the "Active Seg s" or "Other Seg s"
headers below to expand the list of available grant segments under each section.

Legacy Grant Nos. displayed in the "Active Segments" list are linked to projects which share a FAIMS Project ID (E/E Project
Information) or Tag (E/E Accomplish ), and which were identified as fiscally "Active" during the conversion process.
Legacy projects may have an "Active" status for a ber of r includi ission of an "Annual Performance

PR

Report Certified Checklist Event"” in FAIMS or the legacy grant segment is less tl"lJan 3 years old and performance data entry is o

Active Segments

Project 360428-1

Project 362891-1

Project 50125691-1

Other Segments

6. Click the “pencil icon” in the Controls column to the right of the appropriate project/segment to
open the Guided Process Tool so you can update it.

e You may find multiple records or segments associated with your grant. You can
sort them by clicking the Start Date column header. Click the “pencil icon” in the
Controls column on the right to edit the appropriate project.
I Find Legacy Data ] I Legacy Projects
Selected Segment: NE-W-90-HM-1 (F10AF00706)
View All Segments for NE-W-90-HM
HAAS Koot et SE 032 Project Name [ Legacy Project Titie [startpate  [Endpate | Projects Controls
NE Habitat Restoration on WMAs (F10AF00706; W-90-HM-1) 02/16/2010 01/31/2013 359014 &
PO/Award Number F10AF00706
Habitat Restoration A#2 02/16/2010 01/31/2013 360665

Amendment Number

9

Funding Source Name  NE-W-90-HM-1, AM 7
HABITAT RESTORATION ON

Start Date

End Date

WMAS

02/01/2010

01/31/2013
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e Based on the multiple entries example listed for the grant above in step 6, the
first entry was the initial proposal (Project #359014), and the second entry
(Project #360665) was a later amendment. For this example, Project #359014 is
the appropriate record.

7. Once the correct project and segment has been selected, proceed to update the record
(for more information visit the next chapter on Updating a Legacy Record).

Note: If you are unable to locate the grant or project, it may not have been converted over
from FAIMS and may need to be entered manually on the mapper.

e Search Projects: This option will only work if you have the project number in
TRACS (remember to begin with the Grant Search first). Searching projects
requires a TRACS Project ID or Name under the simple search option. Click the
Advanced Search button to search by specific parameters, including Agency,
Status or Date. Once you find the correct project, click Edit Project to open the
Guided Process Tool.

E) WNSin TX Bats
Score: 6.01
Project Number: 50125579
Legacy Project

¥4 Edit Project
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24c. Completing a Legacy Project

1. Once the appropriate project has been selected from the legacy search, the Guided Process Tool

will open. The window should open on Task 1. Enter Project Data on the left. Select View/Edit
Project Properties link on the right.

E wildlife

Al
. ’ Guided Process Tool
E 3

Project: #359014 - NE Habitat Restoration on WMAs (F1I0AF00706; W-30-HM-1)
Status: Active

Tasks | | Edit Project Data

1. Enter Project Data Q
4

2. Enter Project Statements
4
0 vi

4. Associate Funding Source L) View/Upload Project Attachments (0)
5] View Project Summary Report

Fatar Antiam Aata

2. On the Properties tab update the following:

e Project Name: Verify that the full project mame is listed and modify if needed. It should
have the standard naming convention: a two-letter State/Territory abbreviation
followed by a hyphen and the descriptive title. Other identifiers can follow in
parentheses including the FBMS number, FAIMS grant number and year.

o State Abbreviation - Descriptive Title (FAIMS grant ID/Year identifiers)

o Example: NE - Habitat Restoration on WMAs (F10AF00706, W-90-HM-1)

o Note: updating the name using the naming convention is very important
because it makes it easier for state and federal staff to find the project in the
future.

e Agency: Click the Search for Legacy Agency button to auto fill the agency (it should
match the appropriate State Fish and Wildlife Agency listed above it). Alternately, type
the first three letters of the state name into the search box and select the agency from

the drop down options. If the agency is not lised, use the Create New Agency button to
submit a request to add the agency.

e Status: Verify Project Status as Active.
e Start and End Dates: Verify the dates are correct and modify if needed.
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Project #359014 NE Habitat Restoration on WMAs (F10AF00706; W-90-HM-1) x

A Categories Contacts Description  Related Projects  Groups

Project Name lNE Habitat Restoraticn on WMAs (F10AFO0706; W-90-HM-1)

Primary Agency Legacy Agency: Nebraska Game & Parks Commission

|Nebrsska Game and Parks Commission

Project Status * @ ®
Project Start Date * @ T
Project End Date *Q T

Project Website l

Is Project Sensitive? (1 @

Display To Public? [ @

|+xe=

* QT

=D

3. Onthe Categories tab, verify that the categories are listed appropriately (may be populated

from the legacy conversion). If not, select the Project Categories and Action Categories that are

appropriate (select as many as are relevant to the grant report).

Categories are used for national reporting and they are very important for data collection and
analysis across and within regions. Note: The categories and strategies selected on this tab will
be the only selections that are available when you get to the action form, so it is very important

that you select all applicable categories relevant to the work being reported.

Project #359014 NE Habitat Restoration on WMAs (F10AFO0706; W-90-HM-1) x

Categnries Contacts Description  Related Projects  Groups

@ Wildlife TRACS Action Levels

Project Categories [ |'| * @ B
Project Category Controls
Conservation/Management a
Action Categories |" * @ T
Action Categories Controls
Direct Management of Natural Resources a
Data Collection and Analysis a

[ sove I e
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4. On the Contacts Tab, verify the contacts are listed correctly. If any are missing, use the Find or
Add Contact button to add the grant contact(s). If the contact is not found, use the Add New
Contact button (only if you have their full name, email address, phone number and agency
name available). Check the box for the Lead Contact (even if there is only one contact). Add
partners if listed, such as a partner organization or agency in the bottom section.

j Project #50125691 1
/ Contacts | Description  Related Projects = Groups
| Search Contacts [eENDEIFNITRTFRE @

| Name Lead Contact? | Controls
!
) Eric Anderson &) @

Search Partner | To search and select:Enter the first 3 letters of the agency or p... | A ‘ =+ Request New Agency 7]

Name ‘Type ‘ Controls

5. Go to the Description tab and enter the description of the project.

e Information may be available from the performance report for a direct copy and paste
into this section.

e More often you will need to abbreviate or expand an existing paragraph to create a
suitable abstract by familiarizing yourself with the grant objectives and approach found
in the original document. Optionally, look at “Task 2. Enter Project Statements” tab on
the left and click on the links on the right for “View/Edit Statement Properties” and
“View/Edit Project Objectives”.

e Describe the grant in 2 to 4 sentences (who, what, why, how many, and where) without
scientific jargon or acronyms (spell out if possible). Use “elevator speech”, in other
words a brief high level overview of the project written at a level that a 6™ grader would
understand.

o Note: The Description entered within this step will be part of the permanent record and
will be viewable from the Public Portal for TRACS.

Project 1359014 NE Habitat Restoration on WIMAs (FIOAFO0706; W-90-HM-1)
* QT
| The Nebraska Game and Parks Commission (NGPC) proposes to restore and enhance habitat on 32 state-run Wildlife Management Areas (WMAs)
covering 7,268 acres. The net benefit of this management work will enhance the quality of Nebraska's public hunting lands and maintain high
quality hunting habitat.

[ oo
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6. Optional: fill out the Related Projects tab if there are other projects in TRACS that are related to
this one. This tab may be be auto-populated from the conversion from FAIMS.

j Project #50125691 1

Properties  Categories Contacts Description [iEFI] Proiectsm

| Parent Project ‘ To search and select: Enter the first 3 characters of the Parent Praject. ‘ ~ | 2]

| Search Related Projects ‘ To search and select: Enter the first 3 characters of the Related Project. ‘ = | @

[

i Project # [ Project Name Reason for Relation [ project start... | controls
50121622 1 same Project Name but different Primary Key 07/01/2006 @& (Al

|I 44710524 1 Same Project Name but different Primary Key 07/01,/2002 @
362891 1 Same Project Name but different Primary Key 07/20/2012 @
50119855 1 Same Project Name but different Primary Key 07/01/2001 @ &
50123809 1 Same Project Name but different Primary Key 07/01/2009 @
360428 1 Same Project Name but different Primary Key 07/01/2010 @&
50122245 1 Same Project Name but different Primary Key 07/01/2007 @ &
50119854 1 Same Project Name but different Primary Key 07/01/2000 @ &
50119852 1 Same Project Name but different Primary Key 07/01/1998 @ &
50118718 1 Same Project Name but different Primary Key 07/01/2004 @ L
50119871 1 Same Project Name but different Primary Key 07/01/2003 @
50119853 1 Same Project Name but different Primary Key 07/01/1996 @ & v

[ o

7. The project group will be listed as the regional WSFR group that owns the project.
8. Click Save and then click Close to return to the Guided Process Tool.

| Project #50125691 1

Properties Categories Contacts Description Groupsw

Project Group [ Wildlife and Sport Fish Restoration (R1) | hd | * @
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9.

Optional: Take a look at the Project Statement and Objectives to familiarize yourself with the
project details that came over from FAIMS. Although many of the fields will be greyed out or
blank and will not be editable, there may be useful details about the project that will help you
complete the actions for the project.

e Toview the Project Statements: navigate to 2. Enter Project Statements in the Tasks
Panel. Select the View/Edit Statement Properties link in the right pane for each
statement. Note: There will be multiple Project Statements for each FAIMS
accomplishment (FAIMS Project type will display as “FAIMS Accomplishment”).

_ -
Y uildiife $ 9§ Guided Process Tool
A TRACS -

Project: #359014 - NE Habitat Restoration on WMAs (FLOAF00706; W-90-HM-1)
Status: Active

Tasks ‘ | Enter Project Statements
1. Enter Project Data + Start New Project Statement
[]
. ing 2 -W-90-HM-1) —
2. Enter Project Statements Funding Source: FI0AF00706 (NE-W-90-HM-1]
Statement: #6950612 — Habitat Restoration on WMAS
3. Generate Project(s) Proposa Version: Version FAIMS
Funding Source: F10AF00706
4. Associate Funding Source FAIMS Project Type: FAIMS Project
‘Workflow Status: Reviewed; Ready For Reporting
5. Enter Action Data Valid: No Has Been Addressed: Yes
- . .
6. Enter Estimatad Cost I:\J View/Edit Statement Properties
|:J View/Edit Statement Objectives (narrative)
N B @ Create New Version
q [
a L7l

e Click on the View/Edit Statement Objectives (Narrative) link to see the objectives that
came over from FAIMS.

Narrative Objectives

bjectives:
. Purchas:

4.

. Provide

Ol
1
2. Make the final transition to mandatory, web-based, online student registration system.
3. Revise and restructure web-based hunter education (HE) training.
Revise HE Instructor/Program policy manual.

5. Conduct investigations that include reviewing hunting incident reports and compile the Annual Incident Repon (AIR).
6.
7.

. Conduct project coordination, administration, and education.
[Project objectives converted from WA-W-83-H5-41-0 1 Hunter Education-PUBLIC]

e 100 international Hunter Education Associations (IHEA) - Firearm Training Sets.

financial and program support to National Archery in the Schools.
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10. Optional: Take a look at the Associate Funding Source section (should be auto populated from
the conversion).

11. Select 5. Enter Action Data on the left side of the Guided Process Tool. A legacy project must
have at least one action.
e Action Tips:

o Each action is used to document the work that was done. To determine what
types of actions and how many actions need to be created, take a look at the
objectives and results in the grant report (and in the Statement Objectives in
TRACS)

o Use the Action Levels Spreadsheet to cross reference the category/strategy.

o Results and objectives may be combined into one action if they are related to
the same type of work (e.g. Habitat Management or Outreach, etc.)

o If separate costs are listed for each objective/result, they should each be added
as separate actions.

e If available, existing actions for this project may display on the right side (scroll down to
look at all of them). For each existing action, click View/Edit Action Properties to
complete the information.

e If an action is missing, click the Create New Action button. Create as many actions as
required for capturing the work reported by the grantee.

YV uirdiife -,
= Guided Process Tool
T TRACS ‘O‘

Project: #359014 - NE Habitat Restoration on WMAs (FLOAFOD706; W-90-HM-1)
Status: Active

Tasks | | Enter Action Data
1. Enter Project Data Some options are disabled because they are only available in the TRACS Mapper
2. Enter Project Statements + Create New Action

Action: #60645386 - Habitat Restoration on Statewide WMAs —
Start: 2/1/2010 End: 1/31/2013

4. Associate Funding Source Q
r
5. Enter Action Data
V4
6. Enter Estimated Cost [[ view/Edit Action Properties

I:‘J View/Upload Action Attachments (0]

5] View Action Summary Report

[«
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12. For each action, verify and fill out any missing information in the required fields. On the
Properties tab fill out:

e Action Name: should summarize the on the ground activities. In some cases, it may be
appropriate to utilize the Project name as the Action name. In other cases, where
multiple Actions are needed, a unique Action name will need to be created that reflects
the type of work performed (see example in the screenshot below).

e Status: leave as “Draft” or “Active” until all of the data has been entered (then change
the status to “Completed”).

e Action Start and End Dates: enter the specific dates if available, otherwise use the
overall project dates.

[ 7 Properties
Action Name Habitat Restoration on Statewide WMAs (2 )
atonsatus (A [T]x@®

Action Start Date  [02/01/2010| *Q
Action End Date 01/31/2013 * QD

Reporting Fiscal Year 2013 @

Spatial Data Quality [ |'l (2

13. On the Categories tab, fill out the following:
e (Category and Strategy: Select from drop down menus
o Categories and Strategies will be carried over from data entered on the Project
Properties form.
e If a box appears to the right of the strategy, enter the value if possible (or enteraOor 1
as a default).

50 Contacts ~ Objectives Addressed  Interim Measures Addressed ~ Habitat ~ Species  Related Actions

@ Wildlife TRACS Action Levels

Category [ Direct Management of Natural Resources | 'I * @ ©

Strategy [ Create new habitat or natural processes | 'I |0 Acres ¥ @ ®

14. Click the Contacts Tab and verify the contacts are listed correctly as the project leader(s) and
update if needed.

15. Click on the Objectives Addressed tab.
e C(Click on the Project Statement drop down and select the appropriate Project Statement.
e Click on the Enter Progress button to enter the results.
o Date Reported: enter if available or use the end date of the project.
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e Results: fill in the results information for this action, which can be copied and pasted
directly from the performance report.

e Significant Deviations: if the report contains this information, copy and paste it to this
tab.

o Click the Add button to save the results.

Project Statement: 6950612 - Habitat Restoration on WMAs
Funding Source: F10AFDO706 [NE-W-30-HM-1]
Funding Source Dates: 2/1/2010-1/31/2013

Date Reported *

01/31/2013

Results |

Habitat Practice 2010 2011 2012 |4
Disk & plant 465 o 75

Disk only 600 175 938

Tree shearing 715 1411 1799

Spraying 80 o 280

Food Plots 650 80

Total 2510 1946 2812

This grant program has been referred to as the "Habitat Share Program”. Habitat Share has been a cooperative effort
with Pheasants Forever, Inc. (PF) and the Naticnal Wild Turkey Federation (NWTF). Both enfities have provided the non-
federal cash match, and have assisted with the Request for Proposal (RFP) process to find contractors to implement the
management on the WMA's. Through a competitive bidding process, contractors were hired by PFand NWTF to
complete these projects. In some cases the weather was too wet to complete all of the projects prior to programmatic
agreement time frames {and proper planting fimes), so some projects were re-scheduled for the upcoming segment. In
other cases, sites that were scheduled for disking and interseeding were only disked and not interseeded due to the
positive response of native annuals.

<]

[ v o ] % cancel |

16. Fill out the habitat and/or species tab ONLY if applicable. For more information, visit the Habitat
and Species chapter.

17. Click Save and Close to return to the Guided Process Tool.

18. Repeat steps 11-17 to verify or add all actions.

19. After adding all of the actions, go to task “6. Enter Estimated Costs” on the left side of the
Guided Process Tool. Click on the “View/Edit Project Estimated Cost” link on the right.

e If the performance report includes financial information related to Action Categories,
fill in the dollar amounts for each action (see screenshot below). Tip: look for sections
in the grant document labeled “budget narrative” or “project costs”).

e If costs are not listed on the report, click the Split Proportionately button. This will
evenly split the costs across all actions.

o If the non-federal match is over and displays a red error message, check the
Overmatch button.

e Click Save and Close.

Tip for Advanced Users (contact your supervisor for more information):

e If the report does not differentiate the WSFR federal costs from the non-federal match dollars,
use the percentage rule of thumb to calculate the federal/non-federal amounts from the total.
o Grant Programs except SWG: 75% federal and 25% non-federal.
o SWG (State Wildlife Grant) Program: 65% federal and 35% non-federal. (In some cases,
the grant may list a different split that should be used such as 50/50)
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20. Return to task “1. Enter Project Data” on the left and click on “View/Upload Project
Attachments”. Save an electronic copy of the grant proposal/report to your computer and

upload it as a project attachment. Then delete the local copy on your computer for security
purposes.

LY vildiife

-
¢ 1§ Guided Process Tool
-

Project: #359275 -- Hunter Education
Status: Completed

Tasks ‘ | Edit Project Data
1. Enter Project Data Q
4
2. Enter Project Statements
4
enerate Proje [ view/Edit Project Properties
4, Associate Funding Source [ view/Upload Project Attachments (0!

ES) view Project Summary Report

el

5. Enter Action Data

6. Enter Estimated Cost

21. Then click on the “View/Edit Project Properties” link on the right.
e Onthe Properties tab, change the Status to “Completed” from the drop-down menu.

e C(Click Save and Close. Then close out the project by clicking on the x in the upper right
corner of the Guided Process Tool.

Project #359014 NE Habitat Restoration on WMAs (F10AF00706; W-90-HM-1) x
O] Categories  Contacts  Description  Related Projects  Groups
Project Name [NE Habitat Restoration on WMAs (F1I0AFO0706; W-90-HM-1) J * @ ©
Primary Agency Legacy Agency: Nebraska Game & Parks Commission * @ ©
|Nebraska Game and Parks Commission | " |
Q, search For Legacy Agency 4+ Request New Agency
pojectstatus  (CEMBEEANIIIIE] *+ © ©
Project Start Date  |02/16/2010 * @ ©
Project End Date 01/31/2013 * @ T
Project Website l ] (7

Is Project Sensitive? [| @

Display To Public? [ @

=D
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Updating Legacy Land Records

This sub-chapter just goes through the additional steps required to update the Land Record Form in a

legacy project. This step is required for projects with land, water or mineral rights acquisitions.

o Please reference Chapter 16: Lands Data; however keep in mind that the steps to update a
Legacy record will vary slightly because legacy records do not contain project or action polygons.

1. On Task 1: Enter Project Data, select "View/Edit Project Properties".

’da Wildlife

Project: #44711358-- Lands
Status: Completed

Aol
. ’ Guided Process Tool
A

Tasks

| Edit Project Data

1. Enter Project Data

2. Enter Project Statements

4. Associate Funding Source
5. Enter Action Data

6. Enter Estimated Cost

‘VSome options are disabled because they are only available in the TRACS Mapp
Q Zoo
P gl t Shap
[ view/Edit Project Properties
[ view/Upload Project Attachments (O]
[] View Project Summary Report

@‘,':‘n Project
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2. On the Categories tab, you MUST select Land and Water Rights Acquisition as an Action Category (in
the lower half of the screen). This generates a Land Record form that needs to be filled out for the
Action related to the land, water or mineral rights acquisition. Select any other applicable project or

action categories if needed.

Project #1960046000 BMP_Land Acquisition_ NH Blackwater Connector Project

Contacts Description Related Projects  Groups

@ Wildlife TRACS Action Levels
Project Categories [ | h | * @ T

Project Category Controls
Conservation/Management a
Action Categories |'| * @ T

Action Categories Controls
Land and Water Rights Acquisition and Protection a

[ sove ) e
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3. Create or update the action used to document the land, water or mineral rights acquisition.

e Onthe Action Form - Categories tab, make sure to select "Land and Water Rights Acquisition".

e Tip: If the Categories tab is grayed out, the project status will need to be changed from "Completed"
to "Active" first. Remember to change the status back to "Completed" once the Legacy project
updates are complete.

e Select the appropriate strategy and enter the acres or acres feet as applicable. Select the activity if
available.

Action #47281847 East Coast Buffer/Water Preserve Area Land Acquisitions

Categories

@ Wildlife TRACS Action Levels

Category [ Land and Water Rights Acquisition and Protection ] v | * @ ©

Strategy [ Land acquisition I vl |5283.50 } Acres * @ ®

Activity |

Activity
Fee fitle
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4. After saving and closing the action, select the "View/Edit Land Record" link below the action.

Project: #44711358-- Lands
Status: Active

Tasks

| Enter Action Data

1. Enter Project Data

2. Enter Project Statements

4. Associate Funding Source
5. Enter Action Data

6. Enter Estimated Cost

‘ Some options are disabled because they are only available in the TRACS Mapper

=+ Create New Action

Action: #47281847-- East Coast Buffer/Water Preserve Area Land Acquisitions
Start: 9/4/2003 End: 9/30/2004

Q Zoor to Action Location
& Edit A

& Replace Action Shape

[ View/Edit Action Properties
E“j View/Edit [nterim Measures {0}
[ View/Edit Land Record

[} View/Upload Action Attachments {0}

[>]

[«

5. On the Land Record form Properties tab, fill out all required fields and any additional fields that are
applicable. Tip: Hover your mouse over the question mark icon to the right of a field to find out more

about that field.

‘ Lands Record: #0 Action #47281847 x

T cCosts  Location  Contacts = Comments

Property Name | South Florida Gator Tract 2A Land Acquisition |* @

Polygon Acres No Polygon @

Acre Feet

Instrument Number |

Transaction Type * @
L A w— L
Interest Type L TJe
Deeded Acres @ *Q

|@

Federal Record ID ( (2}

State Record ID ( | @

Assessor Parcel Number :] (2}

Deed Book Number \_| (2]

Deed Recorded Date [:] (2]

Deed Recording Address (2]
Encumbrances? Cves @
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6. Fill out the Costs tab ONLY if costs are available for the land, water or mineral rights
acquisition. (Note: the Estimated Costs on the Guided Process Tool must be filled out first before

entering this section).

 ropeies G Lcaton Y oo ¥ conmen

————
Lands Record: #1960309717 Action #1960309708 x

| Action Cost Summary

Federal | 0 Non-Federal |0

| Total Cost Breakdown

|
T
|

R S
o

Lo
State Contributi Purchase Price :] e
Non-State Contributi [ﬁ Miscellaneous Cost :] 2]
Bargain Sale by L [ﬁ Appraised Value/Waiver Valuation [:]

|2 e |

7. Fill out the Address tab, Legal Description tab and Survey tab if applicable. Note: To enter a street

address, click the Edit Address button and fill out the form, then click Verify Address. The system sends
the address out for verification and returns results. If the address is not found, enter the address details

in the comments section instead.

] Location [

( Address i ion * survey |

Street Address

| Street Address

| Please enter atleastthe firt line of the address before verifing.

Address Line 1 | 1234 Example Lane

Address Line 2 [RO. Box A123

City [Example City

state |

Zip Code 12345

iynasen | x coce ]

| e

s s emmsmms
[ MEED ts  Comments | =
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8. Fill out the Contacts tab if applicable. The Seller/Owner tab has a free text box allowing you to enter

their name and contact information if available.

Lands Record: #1960309717 Action #1960309708 x
Properties  Costs ~ Location " Contacts m s
( Seller / Owner '

Seller / Owner (7]

v s |

The Titled To tab has a search box where you can enter the first three letters of the agency or person's

name. The Add Person and Request New Agency buttons are available if needed.

Lands Record: #1960309717 Action #1960309708

OV Titled To |

Search Titled To | To search and select:Enter the first 3 letters of the agency or pe... I ha I + Request New Agency [?]

Name I Type l Controls
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9. Fill out the Comments tab. The Acquisition Purpose/Change in Purpose tab is required. The purpose
of the comment field is to specifically identify the purpose of acquiring the land, water or mineral rights.
This information can be copied and pasted from the Project Statement Need field but may need to be
further refined. The Comments tab can be used to store additional information.

Lands Record: #1960254462 Action #1960254451

" Comments \

" Acquisition Purpose/Change in Purpose |
* @

The purpose of this acquisition is to permanently protect approximately 137 acres of forest land to be included in the Knight's Meadow Wildlife
Management Area in Merrimack County, New Hampshire. This acquisition will ensure the permanent protection and management of habitat for an
array of wild birds and mammals including moose, white-tailed deer and black bear, and will ensure public access for wildlife-oriented recreation and
hunting and fishing. In addition, the project will protect early successional habitat important for several species of greatest conservation need, including
Eastern towhee, ruffed grouse, and veery, identified in New Hampshire's Wildlife Action Plan.

10. Click Save and Close. After you finish updating the project, remember to change the status to
"Completed".
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Creating a Legacy Record on the Mapper

Most Legacy Projects from the old FAIMS system were converted over into TRACS as projects available
to be viewed and updated using the Legacy module. However, some projects did not have enough data
entered into FAIMS to be brought over into TRACS.

This sub-chapter just goes through the steps needed to create a project "from scratch" that does not
have an existing legacy record in TRACS.

**These steps should only be taken after verifying that the Legacy record does not exist in TRACS (see
the chapter on Locating a Legacy Record).**

o For information about how to create a project on the mapper, please reference Chapters 1-
10 and the videos in the TRACS Basic Course.

Follow the steps in Chapter 1 through Chapter 10 to enter the project on the mapper. Below are
additional tips needed to create a legacy project on the mapper.

e |[f a shapefile, map or location is available for the project or action area, create it on the mapper.
Otherwise select the statewide boundary. Keep in mind the accuracy of the project polygon
acreage is especially important for land acquisition projects.

e Complete the approval steps at both the Proposal and Final Performance Report dates.
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Lesson 25: Backlog Projects

What are backlog projects?

Backlog projects refer to past projects that have been approved but have not yet been entered into
TRACS.

How do backlog projects relate to Legacy projects?

Legacy projects are a subset of backlog projects from prior to 2012 that were a part of the FAIMS
conversion (see the Legacy chapter for more information). NOTE: If a grant had no project or
accomplishment data in FAIMS, the grant level information was not converted to TRACS.

How can | pull a list of backlog projects?

Open the Workflow Manager and select the Performance Report Workflow tab. To pull a list of backlog
projects for your state, create a filter to search for "Unassigned" grants (for more information visit
the Workflow Manager chapter). The "Unassigned" filter pulls a list of grants from FBMS that do not

have an associated project and may need to be updated or entered in TRACS.
How do | update or enter a backlog project?

Backlog projects not in the Legacy Module are entered in the standard format using the Guided Process
Tool from the mapper. Contact your WSFR coordinator for more information.
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Search for backlog projects

Before creating a project from scratch always complete a thorough search to check if the project already
exists and needs to be updated instead.

You can search for the project using the legacy module (for projects with dates from 2012 and prior) and
use the Guided Process Tool (GPT) to search for all other projects. Note: The GPT search displays both

legacy and non-legacy projects.

Search Tips:

1) Open the Guided Process Tool. In the Search box, try searching for the grant number with and

without the state abbreviation (e.g. F-10-29 and AK-F-10-29), study number (ex. C-1-2) and/or project

title (Southeast Regional Salmon Research Coordination).

2) If the project is not found, select "Advanced Search".

q - ol
LY, uildlife . ’ Guided Process Tool
-

LY TRACS

Start New Project

Project Search Griteria

Q, Advanced Search

3) Type Project Name as shown on the Performance Report and Agency Name (e.g. "Alaska Department

of

Fish and Game").

: . s
LYV uitaiife ‘ ‘ Guided Process Tool
-

AT TRACS

Start New Project

Project Search Criteria

Project TRACS ID (]

ProjectName [Small Access Projects and Site Maintenance (Boating)

Primary Agency | Alaska Department of Fish and Game

Project start Date From: | |68 To: [ [l
Project End Date From: | | To: [ =k
= e

Q, simple Search
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4) Look through the results. If you find correct project to update, click "Edit Project" below it.

. . A
‘i P wirdiife . ‘ Guided Process Tool
3 -

Start New Project

Resuls P age sortoy :
:

u AK-R3 Boating Small Access Projects & Site Maintenance, F-13-M-54
Score: 4.81
Project Number: 60255394

Q, Zoom To Project Y Apply Feature Filter 24 Edit Project

AK-R1 Non-boating Small Access Projects & Site Maintenance, F-13-M-53
Score: 4.21
Project Number: 60256644

Q, Zoom ToProject 'Y Apply Feature Filter 7% Edit Project
AK-R1 Boating Small Access Projects & Site Maintenance, F-13-M-54

Score: 4.81
Project Number: 60255142

+ New Search m

v
127 results found in 0.048 seconds. Page10of13 ! H ! H

Tip: Many projects look very similar, so verify that you have the correct one by checking that the dates
title and grant information matches your grant document. When you update these projects, make sure
to update the project name to include the full project name, grant number and study number to make it

easier to find again.

5) If you have not located the correct project after a thorough search, then create it from scratch on the
mapper by opening the Guided Process Tool and selecting "Start New Project”, then follow the steps in

chapters 2-10.
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Enter narrative objectives and actions

Backlog projects often have narrative objectives and actions. If possible, convert the narrative objectives

to the SMART objective format.

If you need to use the narrative format, follow the steps below:

o From the Objective window, select the Create Narrative Objectives option and fill out or

copy/paste all objectives into the window (for more information, see Chapter 5 Entering Project

Obijectives).

Narrative Objectives x

*@

To collect data on bats in Delaware that will be used to decide how to best protect Delaware cave and tree bat species, to monitor for
signs of WNS and impacts of WIS on Delaware bats and to implement measures to conserve bat spacies as needed and appropriate. To
decrease the chances of WNS spreading from Delaware locations to other bat sites.

specifically, we plan to:

1. Collect data on individual bats and colonies by continuing maternity colony monitoring via velunteer emergence counts and
maternity colony catches at benchmark sites: a. We anticipate between 90 and 120 emergence counts at 30-40 maternity calonies
throughout the state. b. We anticipate conducting five to ten catches at five benchmark maternity sites and one to two sites in close
proximity to benchmark sites.

2. Continue winter hibernacula monitoring. 2. Conduct winter surveys at five to seven locations. b. Conduct bi-monthly rapid search
surveys at Fort Delaware to determine timing for hibernation.

3. Conduct surveys targeting rare species; especially Myotis septentrionalis (northern longeared bat) and Myotis lucifugus (little brown
bat). Do active and passive acoustic monitoring at five to twenty locations throughout the state to try to find locations of rare bat
species. Follow-up with catches in places where target species are detected. Implement radio-telemetry of target species if captured
and sufficient staff available for telemetey work.

4. Conduct acoustic monitoring: a. Continue with volunteer acoustic transect routes. We plan to coordinate volunteers to run seven
transect routes one to three times. Staff biologists will conduct surveys if volunteers cannot. b. Three passive bat detectors (detectors

v

Elffers ]

[ % cose ] Switch to SMART Objectives

o Create one or more actions to demonstrate the work that was done (for more information,
see Chapter 8 Mapping and Entering Actions).

= Onthe "Objectives Addressed" tab, select the Project Statement from the drop down and

select the Enter Progress button.

Properties  Categories Contacts OJITOTIFNGICCTLE Interim Measures Addressed  Habitat  Species  Related Actions

Project Statement I CO - Statewide Bat Survey Project

+ Enter Progress

Addressed Objectives @ *

=0
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Fill out the date reported and enter the results. Fill out the significant deviations tab only if

applicable. Click Add.

Tip: Use an electronic copy (PDF/Word) of the report to copy & paste the text into the results box.
The report(s) and supporting documentation (such as maps, photos, charts, documents, etc.) may

be attached at the action or project level (for more information visit the Adding Attachments

chapter).

Project Statement: 1960315229 -- CO - Statewide Bat Survey Project
Funding Source: No Funding Source

Date Reported *

12/29/2015
(Results ML T

We had help from 32 volunteers to complete each route twice during June and July (maternity season, when bats are

active in their summer range and not migrating). Thirty-three surveys were completed, amounting to 577 miles of bat
recordings across the state.

In Fall 2012, a beta version of a software program called EchoClass was released by the US

Army Engineer Research and Development Center to allow auto-identification of acoustic bat call files. EchoClass uses an
extensive library of confirmed-species bat calls and distinguishes them by a host of mathematical parameters. While it
has its limitations, the software gives us a much (much, much) faster way of reviewing our acoustic results. After
organizing the season’s data and manually deleting thousands of ultrasonic clutter files (static, wind, insect noises, car i
brakes, etc.), we ran it through the software.

The result was 2,018 files containing around 41,500 "pulses” of bat calls. The results are summarized below. As a caution,
the EchoClass software is still in the trial stage and is not — nor will it ever be — foolproof. Bat calls are incredibly

variable within and among species. For example, the state is home to four species belonging to the genus Myofis, and
their calls are very similar. In fact, there is such strong mathematical overlap in the calls of these four species that they
can seldom be distinguished from each other with 100% certainty. It’s unfortunate, because one member of the genus is
the federally endangered Indiana bat (Myotis sodalis), and information about this bat is especially valuable. On the

other hand, all of the small cave-hibernating bats (the little brown, long-eared, tri-colored, small-footed, and Indiana
bats) have been heavily impacted by White-nose Syndrome and can at least be reasonably lumped together in terms of

>

their (negative) population trends. These cave bats are clearly rare across the survey (Figure 3).

<

D 2D
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Lesson 26: User Administration

The User Administrator is the only role in TRACS with permission to approve new user registrations.
Each state and WSFR region has an assigned User Administrator that has been appointed by their
director or agency/division head. For more information on the appointment process or if you have
guestions about the status of your registration request, please contact your User Administrator or the
tracs-helpdesk@fws.gov.

1. Loginto the TRACS live site: https://tracs.fws.gov/data tracs/dt/dashboard. Enter your
username and password and click the Agree and Log In button.

2. From the TRACS Dashboard, click on User Management to view a nested sub-menu to the right
(this module is only accessible to User Administrators). The User Management Module contains
three links:

e Manage Other Users: edit other users profiles and permissions

e Manage Groups: create, edit or delete groups and sub-groups

e Manage Access Requests: displays a list of users who need to have their access requests
approved

Welcome, Debbie Wircenske | profile | Holp Desk | Log Out

@ Mapper >

N
Workflow Manager
N 2

Manage Other User

Manage Groups

Manage A((e\-bkequesh
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Manage Access Requests

When a new user registers for access to the live TRACS environment, their User Administrator for their
agency/division/region will receive an automated email from TRACS with the subject “New TRACS
Registration Request Waiting for Your Approval”. All users with access to TRACS can edit their own
profiles and submit requests for additional access for themselves. These requests are also sent to the
User Administrator via an automated email from TRACS with the subject “New TRACS Access Request
Waiting for Your Approval”. As the user administrator, you will need to log in to TRACS to review and
approve access requests within your assigned agency/division/region.

From the TRACS Dashboard, click on User Management to view a nested sub-menu to the right (this
module is only accessible to User Administrators). Select Manage Access Requests to displays a list of
users who need to have their access requests approved

Welcome, Debbie Wircenske | profile | Holp Desk | Log Out

@ Mapper>>

N Workflow
Manager
N 2

User Management

Manage Other User
Manage Groups

Manage M(e\'bucquem

Select Manage Access Requests to open the User Management window. A list of requesting users
displays for the administrators identified for their division/agency/region. The request type will display
as either New Registration or Access Request.

For each one, click on the Manage button located on the right side under the Controls column.
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LY wildlife
E?TRACS

.-.0 User Management

| controls

New Registration

New Registration

[ Requesting User | Request Type [ Request Date
Access Request 0772872014
New Regstration 06/05/2014
Access Request 09/24/2014
New Reghtration 0572572014
New Registration 02/05/2015
N New Registraticn 12/31/2014
New Registration 01/13/2015
B o
New Reghstration 01/06/2015

03/24/2015

03/20/2015

A0000800880"

The Manage Access Request form opens and contains the user profile information and access level

requested by the user. Click the Start Approval button on the bottom left of the form.

Manage Access Request

User Information

Name

Email

Phone

Extension

Agency Minnesota Department of Natural Resources

Access Request

Request Type Access Request

Request Date 09/24/2014

Requested Role  State Approver

Requested Group Wildlife and Sport Fish Restoration (R3)

¥ s pproe
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On the Approve Access Request form, verify that the user's Requested Role and Requested Group are
correct. Typically the agency listed for the user should match the requested group.

e If the Requested Role is incorrect: select the correct role from the Assign Role drop down
menu.

e If the Requested Group is incorrect: check the box to Assign a different group. Then select
the correct group from the Assign Group box by clicking on the plus sign (+) to expand the
agency lists below TRACS.

e Note: The User Role will default based on the Agency Type. The default role for users
associated with a federal agency is Federal Reviewer. The default role for users associated
with a state or tribal agency is State Editor.

| Manage Access Request

Approve Access Request

Agency Minnesota Department of Natural Resources

Request Date 09/24/2014

Requested Role  State Approver

Assign Role [ State Approver lv | * @

Requested Group Wildlife and Sport Fish Restoration (R3)
(¥ Assign a different group

Assign Group & Mllinois

& Indiana

2 lowa

& Michigan

._'«B Minnesota
& Minnesota Department of Natural Resources
22 Minnesota Division of Fish and Wildlife

« Finish Approval

Once the request has been reviewed (and corrected if needed), click the Finish Approval button and
click Ok. The requesting user will receive a system notification email with the subject “TRACS
Registration Request Approved”.
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Role and Group Assignment

Each user is assigned to a user group (agency/division/region) and user role (permissions within their
assigned groups). The Approve Access Request form allows a User Administrator to assign or change
role(s) and groups for a user request.

The Requested Role is the default role assigned to user request. The default role is identified from the
Agency Type selected by the user when registering for access to TRACS. The default role for users
associated with a federal agency is Federal Reviewer. The default role for users associated with a state
or tribal agency is State Editor.

e The Editor role allows an end user to create and edit plans, projects, and actions within their
assigned group and initiate workflow actions.

e The Reviewer role enables an end user to create and edit plans, projects and actions within their
assigned group and complete review functions in the workflow.

e The Approver role allows an end user to create and edit plans, projects and actions within their
assigned group and complete approval functions in the workflow.

** Note: The State Reviewer and State Approver roles are still available in TRACS but no longer
have any workflow steps. These state roles will be removed in future versions of TRACS.

Project proposals and performance reports go through an approval workflow in TRACS. The approval
workflow allows a state user (editor, reviewer or approver) to submit a project for federal review and

approval. The user administrator is responsible for assigning users to the correct role to complete their
assigned tasks. TRACS permissions are hierarchical with each level above having the same access as the
role below.

e
Federal Approver %m
&

Federal Reviewer

State Approver

State Reviewer
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Manage Other Users (Edit User Profile & Permissions)

User Administrators are responsible for managing other user accounts within their assigned
agency/division/region. The user administrator has access to edit user profiles and permission levels.
(Note: Users can edit their own profile information and request additional access from the Profile tool).

1. Select Manage Other Users from the User Management module.

sz Wildlife Welcome, Debbie Wircenske | erofile | Help Desk | Log Out
TRACS

& Mapper >

N
Workflow Manager
() .

Manage Other Uu‘

Manage Groups

Manage Access Requests

2. Type the first three letters of the requesting user’s first or last name. Select the user from the
drop down list.

(7 Wildlife ()
= User Management
A TRACS = E

User: |DDn ‘v| ‘

 User Profile ‘

Manage Other User 5>

Manage Groups o
Title
Manage Access Requests Agency
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3. The user’s profile will display. To view the user’s permissions, click on the plus sign (+) next to
TRACS and next to each sub-menu (agencies are nested in TRACS to show the hierarchy).
Agencies display with the people icon and permissions display with the key icon.

E Wildlife ..O User Management

User: [ —rq
((ser Profie
Last Name
First Name
Phone
Title Federal Aid Coordinator
Agency Texas parks and Wildlife Department

Access Disabled:

Edit Profile | Edit Permissions

[»

= & TRACS
= & u.s. Department of the Interior
- ﬁ U.S. Fish and Wildlife Service
= 8 Region2
= & wildlife and Sport Fish Restoration (R2)
= & Texas
= & Texas Parks and Wildlife
2 Plan - State Approver
22 Plan - State Editor
2® Plan - State Reviewer
_}5’ Project - State Approver
J? Project - State Editor
2 Project - State Reviewer
L2 TRACS!lser . liser Administrator

<

Close

4. To edit the user’s profile information click Edit Profile, make any necessary changes and click
Save. (Note: Users can manage their own profiles through the Profile button on the Dashboard).

5. To edit their permissions, click Edit Permissions. On the Edit User Permissions window, click

Choose Group. The Choose Group window will open. Select the plus sign (+) next to TRACS and
each sub-menu to find and select the correct group. Then click Done.
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Edit User Permissions

User:

Add Permission:

Group: |

Choose a Group

Select a Group.
Groups in italics cannot be selected.

= & TRACS
&3 Best Management Practices
& classroom Training
= & u.S. Department of the Interior
= & u.s. Fish and Wildlife Service
4 & Headquarters
4 &3 Region 1
= & Region 2
= & wildlife and Sport Fish Restoration (R2)
= 5 Arizona
& Arizona Department of Agriculture
2 Arizona Department of Environmental Quality
2 Arizona Game and Fish Department
& Arizona Natural Resources Division
4 2B New Mexico
4 & Oklahoma
4 M Texas

6. Then select the role to assign to the user for that group and click Add Selected Permission. Add

any other permissions needed, then click Save.

his/her regional/state jurisdiction for a specific task.
Edit User Permissions

o x

User:

Add Permission:

Group: |New Mexico

|

Role: [5tate approver

1>

State Editor
State Reviewer
User Administrator

Add Selected Permission

Selected Permissions:
< 3 TRACS

<

D

Click the Advanced View link if the requesting user requires access to a group outside
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Disable a User Account

User Administrators are responsible for deactivating end-user accounts when access is no longer
needed.

A user account that has been disabled can be reactivated by the User Administrator using the Manager
Other User tool. The deactivated user does not need to submit a new access request.

1. Select Manage Other User from the User Management module.

'blh Wildlife Welcome, Debbie Wircenske | ero
Y TRACS

~
Workflow Manager
() -

Manage Other User

)

2. Type in first three letters of the user’s first or last name. Select the applicable user from the drop
down list. Click the Edit Profile link.

e

-.o, User Management

User: j
User Profile |
Last Name
First Name
Manage Other User > Email
Phone
Manage Groups
Tithe Federal Aid Coordinator
Manage Access Requests Agency Texas parks and Wildlife Department

Access Disabled:

Edit Profile | Edit Permissions

202



3. Check the Access Disabled box located below the Agency field. Click the Save button.

R Wildlife

. ..o User Management

user: o

| User Profile |

Last Name
First Name

s i e ) emad
e — -
Title

Manage Access Requests Agency Maryland Department of Natural Resources

Agency Grants Specialist

Access Disabled:

Edit Profile | Edit Permissions

User Groups and Subgroups

Groups refer to an agency, division or regional office that has specific permissions with TRACS (e.g.
Region 1). Sub groups are nested below another group in a parent-child relationship (e.g. Division of
Aquatic Education, Department of Wildlife etc.).

Groups are hierarchical with a parent-child relationship and are displayed in a tree structure within each
parent group. Group permissions allow users to enter or edit projects within their group (and sub-
groups below them in the hierarchy).

This is important because users assigned to a parent group will have “inherited permissions” to enter or
edit projects for all child subgroups below the parent group. Whereas users assigned to a child group
will only have permissions to enter or edit projects for that group.

Troubleshooting Tips for User Administrators:

e Assign users to the appropriate group, keeping in mind that they will have access to enter or
modify projects for that group and any subgroups below it.

e Ifauserisnotable to access a project, it could one of two issues:

1. The user is not assigned to the correct group so you may need to check their
permissions.

2. The project is not assigned to the correct group, in which case the user who created the
project (or a user in the parent group) needs to change the group associated with the
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project to the correct group. See chapter 3. Defining your Project Properties (section on
the Groups Tab at the bottom of the page) for more information.

To View or Modify a Group:
1. From the Dashboard, click on User Management to view a nested sub-menu to the right. Select

Manage Groups.

'blz Wildlife Welcome, Debbie Wircenske | profile | Help Desk | Log Out

E' N ES
& mapper >>

v R -

-.o User Management

Manage Other User
Manage Groups

»

Manage Access Requests

2. The Manage Groups window opens. To view information about existing groups, click on the plus
sign (+) next to TRACS and each sub-menu below it. (Tip: Use the buttons on the top right to
Expand All or Condense All)

r’l wildlife

..o User Management

Managed Groups:

+ Create New Group ExpandAll | Condense All

= & Headquarters A
& wildlife and Sport Fish Restoration (R9)
% & Region1

& & Region2
BTN + B regon3
= & Regiond
m = & wildlife and Sport Fish Restoration (R4)
= & Alabama
2 Alabama Department of Cor and Natural +R74
_ _'7,’. Alabama Department of Conservation and Natural Resources, Marine Resources Division

Manage Access Requests

2B Alabama Department of Conservation and Natural Resources, State Lands Qivision

e When a group is selected, buttons will appear to the right.

o *Click the plus sign to create a new child group (or click on Create New Group at the
top of the window).
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o % Click the X icon to delete a group (note: you will not be able to delete a group that
has projects or users associated with it.)

o ¥ Click the pencil icon to edit the group information.

o) < Click on the person icon to view a list of users belonging to that group.

To create a new group or sub-group:

Take care not to add a group that already exists!

Select Create New Group at the top of the window or click on the plus sign next to a group in the table.
The Create A New Group window will open.

e Select Choose Group and click the + sign to expand sub-menus to select the Parent Groups (e.g.
Hawaii)

e Type in the full group name and do not abbreviate (e.g. Hawaii Division of Boating and Ocean
Recreation)

e Group email should be left blank (may be used for automated notifications in the future)

e Click the Save button

Group Properties 9 x

Group Mame | Division of Boating and Ocean Recreation | *

Group Email | |

i L save J] % concel
L

To view a list of users in a group or sub-group:

To view information about existing groups, click on the plus sign (+) next to TRACS and each sub-menu
below it. (Tip: Use the buttons on the top right to Expand All or Condense All).

Then click on the person icon to view a list of users in that group.
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..o User Management

Managed Groups:
ExpandAll | Condense All
= & Headquarters Al
& wildlife and Sport Fish Restoration (R9)
4+ & Region1
% & Region2 H
CETES + B regens
= & Region4
m - Z’. Wildlife and Sport Fish Restoration (R4)
= B Alabama
&) Alabama Dep of Con +R73
& Alabama Department of Conservation and Natural Resources, Marine Resources Division
& Alabama Department of Conservation and Natural Resources, State Lands ivision

A list of users belonging to that group will be displayed. Check the box in the upper right to include users
with inherited permissions (inherited will display after their name). Click the pencil icon in the Edit
Column to edit that user's profile or permissions.

@x
EN #‘é‘:&; -.ﬂ User Management
Selected Group: Hawaii Department of Land and Netural Resources
Users: [ Inchude Users with Inherited Permission
[ FulName [ Group [ Edit
‘Wildife and Sport Fish Restoration (R1) - I
== ) e e ‘
TRACS
Manage Groups > Taacs &
TRACS &
|
TRACS &
‘Wildlife and Sport Fish Restoration (R1) -
TRACS P

Delete a User Group

A group can be deleted by a User Administrator; however, a group cannot be deleted if user(s) are
assigned to the group.

Select the Manage Group submenu from the User Management module in the TRACS Dashboard.
Select Manage Other Users.
Click the (+) sign to open all applicable groups and subgroups.

Click the delete symbol (X) located to the right of the group and or subgroup to delete the group.
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Manage Other User

Manage Access Requests

Managed Groups:

+ Create Mew Group

- 2 TRACS
= S 0.5 Department of the interior
- ﬂ Headguarters
= M Ecological Services 4 B
2 Turtles
L runinthesun + M &
2 wildiife and Sport Fish Restoration
%+ 2 Region 2
% B Region 2
% 2 Region 3
% X Regiond
% & Region 5
4 H Region &
4 & Reglon T
4+ B Region &
& S 1.5 Department of the interior Training
& A L5 States
. 8 U5, States Training

The Delete Group warning message will appear. Click Delete to confirm.

Delete Group?

Are you sure you want to delete this group?

Gane
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